APPROVED FOR RELEASE S . ET
30 OCTOBER2013 (When Filled In)

AR 70-14

- FITNESS REPORT (PartI) PERFORMANCE

INSTRUCTIONS
FOR THE ADMINISTRATIVE OFFICER: Consult curfent.instructions for completing this report.

FOR THE SUPERVISOR: This report is designed to help you express your evalustion of your subordinate and to transmit
this evaluation to your supervisor end senior officials. Organization policy requires thast you inform the subordi-
‘nate where he stands with you. Completion of the report can help you prepare for a discussion with him of his
strengths and weaknesses. It is also orgenization policy that you show Part Iof this report to the employee except
under conditions specified in Regulation 20-370. It is recommended that you resd the entire form before completing

any question. If this is the initial report on the employee, it must be comp%e;ed and forwarded to the Office of
Fersonnel no later than 30 deys after the date indicated in item 8, of Section "A" below.

;§§CTION A. GENERAL
. NAME (Last) (First) (Middle) 2. DATE OF BIRTH 3. SEX 4. SERVICE DESIGNATION
HANSON Helen E. 16 July 1913 F
5. OFFICE/DIVISION/BRANCH OF ASSIGNMENT 6. OFFICIAL POSITION TITLE
OCR/OAD/Administrative Staff Administrative Officer
7. GRADE B. DATE REPORY DUE IN OP 9. PER)IOD COVERED BY THIS REPORT (Inclusive dates)
GS-1L 11 October 1957 6 October 1956 - 6 October 1957
10. TYPE OF REPORT INTTIAL REASSIGNMEN T+ SUPERVI SOR SPECIAL (Specify)
(Check one) X | annuaL REASSI GNMENT- EMPLOYEE
SECTION B. CERTIFICATION
1. FOR THE RATER: THIS REPORT [!E] HAS E::] HAS NOT BEEN Eﬂg!ﬁvTO THE INDIVIDUAL RATED. IF NOT SHOWN, EXPLAIN WHY
NOT: .. R . . .

A. CHECK (X) APPﬁOFFIATE §TATEMENTS:‘; . ) -

“

. . R i
THIS REPORTY REFLECTS MY OWN OPINIONS OF TYHIS INDI-~

1F INDIVIODUAL 1S RATED "1 "in C) OR D, a WARNING LET.
YIDUAL .,

TER WAS SENT TO HIM a4 COPY ATYACHED TO THIS REPORT,

x THIS REPORT REFLECTS THE COMBINED OPINIONS OF MYSELF 1

CANNOT CERTIFY THAT THE RATED IND! VIDUAL KNOWS HOW
AND PREVIOUS SUPERVISORS.

! EVALUATE W15 J0B PERFORMANCE BECAUSE (Specify):

I HAVE DISCUSSED WITH THIS EMPLOYEE HIS STRENGTHS
X AND WEAKNESSES SO THAT HE KNOWS WHERE HE STANDS.

B. THiIS DATE C. TYFED OR PRINTED NAME _ANQ :SIGNATURE of SUPERVJ SOR|O. SUPEiiiffj‘S OFFICJIAL TITLE

10 Oct. 1957 . DAD,

2. FOR THE REVIEWING OfFICTAL: RECORD ANY SUBSTANTIAL DIFFERENCE OF OPINION WITH THE SUPERVISOR, OR ANY OTHER IN-
FORMATION, WHICH WILL LEAD YO A BETTER UNDERSTANDING OF THIS REPORY.

DATE

e 4

'CE H

] . it?ssV !

Fos ’ ' [N }
(0/:r\—’ ;

Revi e !

[::] CONTINUED ON ATTACHED SHEET

I ceftify that any substantial difference of opinion with the sﬁpervisor is reflected in the above section.

A. THIS DATE B. TYPED OR PRINTED NAME_AND § QFEICIAL TITLE OF REVIEWING OFFICIAL
10 Oct, 1957 " OFFICIAL ’ - /CR

SECTION C. JOB PERFORMANCE EVALUATION

1. RATING ON GENERAL PERFORMANCE OF DUTIES

DIRECTIONS:

Consider ONLY the productivity and effectiveness with which the individual being rated has performed
his duties during the rating period. Compare him ONLY with others doing similar work at a similar level of respon-
sibility., Factors other than productivity will be taken into account later in Section D.

! - DOES NOT PERFORM DUTIES ADEQUATELY: HE 1S INCOMPETYENT.
6 - BARELY ADEQUATE IN PERFORMANCE: ALTHOUGH HE HAS HAD SPECIFIC GUIDANCE OR TRAINING, HE OFTEN FAILS TO

n

CARRY OUT RESPONSIBILITIES.,

3 - PERFORMS MOST OF WIS DUTIES ACCEPTABLY: OCCASIONALLY REVEALS SOME AREA OF WEAKNESS.
TNSERT 4 - PERFORMS DUTIES IN A COMPETENT., EFFECTIVE MANNER.,
RATING 5 - A FINE PERFORMANCE: CARRIES ouT MANY OF H1S RESPONSIBILITIES EX;EPTIONA;LY WELL,
NUMBER‘ 6 - PERFORMS HIS DUTIES IN SUCH AN QUTSTANDING MANNER THKAT HE IS EOqALLED BY FEW OTHER EERSONS KNOWN TO
THE SUPERVISOR. . -
COMMENTS:

) REPLACES PREVIOUS EDITIONS
FORM NO. 45 (Part l)

) NOV 55 OF FORMS 45 AND 45A WHICH SE}B/ET Performance (4)

ARE OBSOLETE.



S W’t""

sgg&é?/

NOTICE OF EMPLOYER DESIGNATION FOR TAX PURPOSES

I .
HANSON HELEN E [k

EMPLOYER IS ClA AS OF 7 JUNE 1964




IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC

_ ‘, LAW 87793 aND DEI
MEMORANDUM DATED 1 AUGUST 1986, SALARY IS ADJUSTED AS FOLLOWS,
EFFECTIVE 5 JANUARY 1964, .
| , . | OLD NEW
NAME SERIAL QRGN FUNDS GRe«ST SALARY SALARY
MANSON HELEN E GS 14 6 $14,970 $15,865
1. LAST NAME FIRST NAME = INITIAL(S) [2. APPOINTMENT DATA 3, TOTA} SERVICfE FOR LEAVE
Enter oty Y P/ .. (as of date of sepuaration) B
HANSON EELEN E |10/B8f43" |k
- - Years Months Days
4. DATE AND NATURE OF SEPARATION Subject o Sec. 203(d), 1951 Leave Act I 2
. Yes No D 6 7
Res ignatlon Ou/ 03/6u Ceosed to be subit;ct to Tetc. 2038(dl' D More than 15 years *
SUMMARY OF ANNUAL AND SICK LEAVE SUMMARY OF HOME LEAVE REMARKS
{HOURS) ANNUAL [~ Sick {DAYS)
] =4
5. Balance from prior leave year ended __+7F ... . |14. Date arrival abroad for HL purposes
! 9—‘6—5 """" B T T 23 8 i'352 15. Current bal:\ce as of - . 19
6. Current leave yeor accrual through gil 28 o 16. 12-month accrval rate
]9—6‘4 """"""" """"" o w w 17. Dates leave used, prior 24 months
7oTotal. ... 2566 (1376
8. Reduction in credits, if any {current year). . . . ... - L m— 18. Monthly accrual date
9. Tolal leave taken. .. . . St R 3 2 0 - 19. Calendar days credit for next accrual date
10. solance. . . ., EREEEREE R i 25“ 13 76 20. Dale basic service period completed SCD: 03/29/14'3
— : MILITARY LEAVE 5 :
11. Total hours paid in Jump sum 240 2). Dates during current calendar yr. 0 to
12, Salory rate(s). 15, 865' 00 22. Dates during preceding calendar yr. 0 to 0
13. Lump sum leave dates: ABSENCE WITHOUT PAY
from 0830/4-6-6L , 1700/5-15-64 8 LWOP ﬂ AWOL or
) {Hours) Furleu.gh Suspension
2 . {Hours)
23. During leave year in which separated’ 0 0.
Mr_j'}.__é_u 24. Durirg step-increase waiting ,
[SvgnarTuTe] { o Uper?od »:hich began on 10[ 2?/03 0 0
For chief rayro 1 b——— | 25. During 12-month HL accrual period {dates):

" (Title)

{rerepnone]

Standard Form No. 1150

6 GAO 8000
1150-105

RECORD OF LEAVE DATA TRANSFERRED




8 APR 64

SE
(Whe Filled In)

NOTIFICATION OF

PERSONNEL ACTION

V. SERTAL NUMBER 2. NAME (LAST-FIRST-MIDDLE)

| HANSON HELEN E

3. NATURE OF PERSONNEL ACTION

RESIGNATION

4. EFFECTIVE DATE
MoO. DA. YR.

04|03|6

5. (ATEGO

RY OF EMPLOYMENT

REGULAR

. FUNDS }

7. COST CENTER NO. CHARGEABLE ]8. €SC OR OTHER LEGAL AUTHORITY

9. ORGANIZATIONAL DESIGNATIONS

DD1/0OCR

OFFICE OF THE ASSISTANT DIRECTOR
ADMINISTRATIVE STAFF

| 10. LOCATION OF OFFICIAL STATION

WASH., D. C.

11, POSITION TITLE

ADM OFF |CER CH

12. POSITION NUMBER:

13. SERVICE DESIGNATION

14. CLASSIFICATION SCHEDULE (GS, ‘LB, otc.)

GS

15. OCCUPATIONAL SERIES

16. GRADE AND STEP

14 6

17. SALARY OR RATE

15865

18. REMARKS

SPACE BELOW FOR EXCLUSIVE USE OF THE OFFICE OF PERSONNEL

19. ACTION| 20. Employ. | 21. OFFICE (ODING 22. STATION { 23. INTEGREE 24. Hdqtrs. | 25. DATE OF BIRTH 26. DATE OF GRADE 27. DATE OF LEI
I ONE_{__fode NUMERIC ALPHABETIC (oDE (one Code o. DA. YR, MO.  DA. YR. MO. A YR.
28. NTE EXPIRES 29. SPECIAL 30. RETIREMENT DATA 31, SEPARATION | 32. CORRECTION/CANCELLATION DATA 33. SECURITY 1 34, SEX
REFERENCE ——NATA_CARC | REQ. NO.
MO, DA. YR, 1 . CSC CODE TYPE 0. . N
S . FicA " or. YR EOD DATA
[ ‘ N 5 . NONE l | -

3. VET.vPREFERENCE 36. SERV. (OMP. DATE | 37. LONG. COMP. DATE | 38. CAREER CATEGORY 39. FEGL! / HEALTH INSURANCE 1 40. SOCIAL SECURITY KO.
CODE (‘7 : :ODNTEI MO. DA. YR. KO, D‘i YR. QAR. .EESV, CODE CODE ‘0 '-:IEASIVER HEALTH INS. CDDF

2.10PT. | | PROV.  TEMP.
41 PREYIOUS GOYERNMENY SERVICE DATA 42. LEAVE (AT.| 42, FEDERAL TAX DATA 4. _STATE TAX DATA ]
coDE 0 - NO PREVIOUS SERVICE (0DE FORM EXECUTED| CODE NO. TAX EXEMPTIONS | FORM EXECUTED CODE |NO.TAX [STATE CODE

1 . NO-BREAK IN SERVICE | . YES 1. YES EXEMP.

2 - BREAK IN SERVICE (LESS THAN-3 YRS 2 - NO 2 . NO

3 . BREAK IN SERVICE {MORE THAN 3 YRS.)

SIGNATURE OR NTHER AUTHENTICATION

: 9 AP L
1 ) 196 -
T, o 1
N - AL
FORM u i y EROUP 1
11.62 1150 seggf::,’f’“s SE T Extluded from automatic

downgrading and
declassification




1. Serial No. 2. Name 3. Cost Center Number 4. LWOP Hours

‘HANSON HELEN E

5. OLD SALARY RATE 4. NEW SALARY RATE . _‘:':_ )
Grade Step Salary Last EH. Dote Grade Step Salary Ettective Dote . s
GS 14 5 |$14,545 10/29/61) 65 14 & $14,970 10/27/63 55) b
. o f S by

- e,

8. Remarks and Authenticotion ’ ! b 34
7" N EXCESS LWOP e P
/4 IN.PAY STATUS AT END OF WAITING PERIOD <

/ / LWOP STATUS AT END _OF.WAJYTING PERIOD
CLERKS INITIALS AUDITED 8Y

| CERTIFY THAT THE WORK OF THE ABOVE NAMED EMPLOYEE IS
OF AN ACCEPTABLE LEVEL OF COMRETENCE,

SIGNATURE!  goo , 959  O°DATE
@—OD " ¢ 08181\'\{)._.{1;:&(‘ ‘\iGyiul} 'SQ}
- PAY CHANG OTIFICATION
Form 560 Obsolete Previous ‘ o
9-61 Edition (@51




g;mﬁ
(WHhEn Filled in)

e -~

j__¥.ﬁ;

NOTIFICATION OF PERSONNEL ACTION
095213763

IMBER ~ [ 2. NAME (LAST-FIRST-MIDDLE)

{
_ l HANSON HELEN E

3. NATURE OF PERSONNEL ACTION 4. EFFECTIVE DATE S. CATEGORY OF EMPLOYMENT
MO, DA. YR.
| REASS|GNMENT . 05| 01 63
7. COST CENTER NO. (HARGEABLE l 8. (SC OR OTHER LEGAL AUTHORITY
6 FUNDS '
1 h ‘ M
9. ORGANIZATIONAL DESIGNATIONS . I

OPI1/0CR ) .
DISTRICT OUF QOLUKBIA, US
11, POSITION THiE . T T2, POSITION_NUMBER ___ 13, CAREER SERVICE DESIGNATION
ADM OFF | CER | [ ]
T2 CLASSIFICATION SCHEDULE (G5, 18, +1c) 5. OCCUPATIONAL SERIES_ | 16, GRADE AND STEP 17, SALARY OR RATE
GH 14
T8, REMARKS
SIGNATURE OR OTHER AUTHFNTICATION
POSTER
fel)
MAW
I7 VA%
Form” 11508 Use Previ SECKET © GROUP I s
orm se Frevious . .
163 MFG. 1-63 Edition . B AR Ll
declassification {When Filled In)




IN tCCORDANCE W[TH THE PROV|S|ONS OF PUBLIC LAW BT = 793 AND
DCI HKEMORANDUY DATED 1 aUGUST 1a3k , SALARY |S ADJUSTED AS FOLLOWS,
EFFECTIVE 14 OCTOBER 1942 , - ,
oLp  OLD NEW NEW
FUNDS: GR.ST SALARY  GRZST SALARY

NANE SERJAL ORGN

= 14 5 $13250 14 5 $14545

HANSON HELEN &




s
(WHen Filled In)

1. Serial No. 2. . Name 3. Cost Center Number 4. LWOP Hours
HAMSON HELFN £ PDI/OCR /
5. OLD SALARY RATE 6. NEW SALARY RATE 7. TYPE ACTION
Grade Step Salary Last Eff. Date Grade Step Salary Effective Date PSI | LSI ADJ.
S 4] 4 (12,990 05/01 /760 14 5 B13,250 1nN/29/61
i

8. Remarks and Authentication

/L7 MO EXCESS LuoP
/

/ IN PAY STATUS AT EnD oF WarTineg BeErRTOD

/ /  IN LWOP STATUS AT END OF WAITING PERIOD

. . -«

Form Obsolete Previous
760 060 Edition SE /HBT (4-51)



N ACCORDANCE WITH THE PROVISIONS OF Pe L+ B6-568 AND DCI MEMS DATED
1 AUGUST 18564 SALARY 1S ADJUSTED AS FOLLOWS EFFECTIVE 10 JULY 1960

i NAME SERIAL  ORGN  GR-ST  OLD SALARY  NEW SALARS

*_] HANSON HELEN £ | : | 6s-14 4 312,075 $124990

Iy, EMMETT D4 ecHoLS
DIRECTOR OF PERSONNEL



. i
FILLED IN)

l‘. EMP. SERIAL NO, 2. NAME 3, ASSIGNED ORGAN. 4. FUNDS 5. ALLOTMENT
HANSON MELEN F DDI/OCR |
6. OLD SALARY RATE 7. NEW SALARY RATE
LAST EFFECTIVE DATE EFFECTIVE DATE
GRADE STEP SALARY GRADE STEP SALARY
Mo. oA. 1r. uo. DA. R,
58 14 3 $11,83%5) 11 n2 | 58 GS 14 4 $12,075 05 0l 60
TO BE COMPLETED BY. THE OFFICE OF COMPTROLLER
8. CHECK ONE B O EXCESS LwoP ] excess Lwor 9. NUMBER OF HOURS LWoP
IF EXCESS LWOP, CHECK FOLLOWING:
D IN PAY STATUS AT ERD OF WAITING PERIOD 10, INITIALS OF CLERK 1t. AUDITED BY
[C] 1n twop sTaTus AT £END OF WAITING PERIOD »
TO BE COMPLETED BY THE OFFICE OF PERSONNEL )
12. TYPE OF ACTION ' 13. REMARKS
[0 esa. [J vsa [ ear absustuest
14. AUTHENTICATION
0 Q -
g 7
B Bl 0050 g0
o o 0 000® 8 Reng 9n7a0 B0 } v
PAY CHANGE NOTIFICATION ' A

FORM OBSOLETE PREVIOUS EDITION
z-59 560 REPLACES FORM 560a. AND 560b. }Cm




FILLED IN)

) {. EMP. SERIAL NO. NAME 3. ASSIGNED ORGAN. 4. FUNDS 5. ALLOTMENT
. 1=
| HANSON HELEN E 001 /0cR — [
6, i OLD SALARY RATE 7. NEW SALARY RATE
LAST EFFECTIVE DATE ' EFFECTIVE DATE
GRADE STEP SALARY - GRADE STEP SALARY
MO, . DA, YR. MO, DA. YR.
GS 14| 2 | $11,595|05 |05 |57 | 6S 14| 3 |$11s835 | 11| o2 | s8
REMARKS : .
\
CERTIFICATION T =7 —

| CERTIFY THAT THE SERVICE AND CONDUCT OF THE

e
N
N

ABOY‘E NQ\MSEP bﬁé«\gg@YEE ARE SATISFACTORY,

ey
(AN
4

TYPED, OR PRINTED, NAME OF SUPERVISOR

DATE

10 Oct 58

s

~ PERIODIC STEP INCREAS—

ULITIITTUATIUIY

FORN NO.
1 MAR., 56

560

/SEDRfT

PERSONNEL FOLDER

(4)




- _setREr

(WHEN FILLED IN) -
1. EMP. SERIAL NO. 2. NAME 3. ASSIGNED ORGAN. 4. FUNDS | 5. ALLOTMENT
HANSOM MELFN E DDI/0OCR
6. . OLD SALARY RATE . 7. NEW SALARY RATE
LAST EFFECTIVE DATE EFFECTIVE DATE
GRADE STEP SALARY GRADE STEP SALARY
) MO. DA, YR. MO. DA. YR.
75 14 2 $114+59%| 05 05 | 57 GS 14 3 $11,835 11 02 58
TO BE COMPLETED BY THE OFFICE OF THE COMPTROLLER
8. CHECK ONE NO EXCESS LWOP E] EXCESS LWOP 9. NUMBER OF HOURS LWOP
IF EXCESS LWOP, CHECK FOLLOWING:
D IN PAY STATUS AT END OF WAITING PERIOD 10. iNITIALS OF CLERK . 11, AUDITED BY
D [N LWOP STATUS AT END OF WAITING PERIOD
TO BE COMPLETED BY THE OFFICE OF PERSONNEL
12. * PROJECTED SALARY RATE AND EFFECTIVE DATE 13. REMARKS
GRADE STEP SALARY MO. DA. YR. ‘
14. AUTHENTICATION o 5
00 o 0 000. OO0 COGO- 0 00 O0G Qoo
' g o o0 _od °6 % 8o L2328 g8 o ©
i 800 88% 0% § o §HEE Sfeod g
00" 0 0 Do 000 O oDDO’ 00T OG-S B o
PERIODIC STEP INGREASE - AUTHENTICATION
funss 560b . - W - PERSONNEL FOLDER  ,,




S E ET

GENERAL SCHEDULE SALARY INCREASE RETROACTIVELY EFFECTIVE

12 JANUARY 1958 AUTHORIZED BY Po Lo 85 ~ 462 AND DCI

DIRECTIVE. SALARY AS OF -15 JUNE 1958 ADJUSTED AS FOLLOWS
NAME , SERTAL GRADE~STEP OLD SALARY NEW SALARY
HANSON HELEN E GS-14-2- $10+535 $114595

GORDON M, STEWART
/S/ DIRECTOR OF PERSONNEL

SE/QR/ET




w2
i FILLED IN)

1. EMP. SERIAL NO. 2. NAME 3. ASSIGNED ORGAN, 4. FUNRDsS 5. ALLOTMENT
]
HANSON HELEN E DDI/0OCR
6. OLD SALARY RATE 7. NEW SALARY RATE
LAST EFFECTIVE DATE |, EFFECTIVE DATE
GRADE STEP SALARY GRADE STEP SALARY
Wo. DA. ¥R, wo. DA. YR.
14 1 $10,320 | 11 06| 55 14 2 [$10,535 05 05 57
/' TO BE COMPLETED BY THE OFFICE OF COMPTROLLER
9. CHECK ONE jj\no EXCESS LwoP [[] excessiwoe 9. NUMBER.OF HOURS LWOP
IF EXCESS LEAVE LWOP, CHECK FOLLOWING: ;
IN PAY STATUS AT END OF WAITING PERIOD 10. INITIALS OF CLERK 1. AUDITED 76
[[J  wwop staTus AT ENO oF WaITING PERIOD ]
TO BE COMPLETED BY THE OFFICE OF PERSONNEL.
12. PROJECTED SALARY RATE AND EFFECTIVE DATE 13. REMARKS
GRADE STEP SALARY Mo, DA. YR, l/

T4. AUTHENTICATION

. 0. STEBRRT

; PERIODIC STEP INCREASE - AUTHENTICATION

| .'°..".‘;"2a 560b /SW(ET - PERSONNEL FOLDER




SEoRET

(WHEN FILLED IN)

1. EMP. SERIAL NoO, 2. NAME

V. |

3. ASSIGNED ORGAN. 4. FUNQ&?LAS, ALLOTMENT
HANSON HELEN E ' DDI/OCR-/
6. OLD SALARY RATE 7. NEW SALARY RATE .
LAST EFFECTIVE DATE EFFECTIVE DATE
GRADE STEP SALARY. - GRADE STEP SALARY g N
MO. DA. . YR, MO. DA. YR.
14 ] 1 ] $105320| 11 | 06| 55 14 | 2 |$10+535 | 05 | 05 | .57
REMARKS
CERTIFICATION

I CERTIFY THAT THE SERVICE AND CONDUCT OF THE ABOV; NAMED EMPLOYEE ARE SATISFACTORY.

TYPED_OR PRINTEN_NAME_OF_SIIDE VISOR

DATE

5 April 1957

~

PERIODIC STEP INCREASE -~ CERTIFICATION

o, 560 SEGRET

PERSONNEL FOLDER

(4)



STANDARD FORM 50 (8 PART)

f REV. APRIL 1881 . /1 : (
PROMULGATED BY . \
U. S. CIVIL SERVICI COMMISSION

CHAPTER R1, FEDERAL PERSONNEL MANUAL CENTRAL INTELLIGENCE AGENdY

NOTIFICATION OF PERSONNEL ACTION

NAME (MR.—MISS—MRS.~ONE GIVEN NAME, INITIALIS). AND SURNAME)

1. 2. DATE OF BIRTH '3. JOURNALORACTION No.| 4. DATE

MISS BEIEN B, BARBON 16 Jul 1913
This is to notify >you of the following action affecting your employment:
5.‘NATURE OF ACTION (USE STANDARD TERMINOLOGY)

bk ¥ov 1955

6. EFFECTIVE DATE 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

FROM

PROMDTION 16 mov 1955 | 50 waca 403 4
' T0

8. POSITION TITLE

Admin. Qfficer ] o Adwin. Officer ]

as| 13 §5%20.00 per annum| o SERvice seriss. | gg 1% §$10,320.00 per anm

GRADE. SALARY

: I,w,n - - 10. ORGANIZATIONAL m/(x;g

PESIGNATIONS Office of Assistant Director
Administrative Staff

11. HEADQUARTERS
) Weshington, D. C. .
I ' FIELD l I DEPARTMFNTAL 12. FIELD OR DEPT'L I l FIELD ' [ % | DEPARTMENTAL

13. VETERAN'S PREFERENCE 14. POSITION CLASSIFICATION ACTION

NONE | WWII [OTKER| 5.PT.

10-POINT NEW | VICE | 1. A. | REAL.
DISAB.[OTHER| - —— - = —
X
15, 16. 17. APPROPRIATION 18. SUBJECTTOC. S, 19. DATE OF APPOINT- 20. LEGAL RESIDENCE
SEX {RACE : RETIREMENT ACT MENT AFFIDAVITS
FRONM: (YES—NO} (ACCESSIONS ONLY) [ cLameo [ erovep
Fly To: : . Yoo STATE:

21..remarks: This action is subject'tq all applicablg laws, rules, and regulations and may be
subject to investigation and approval by the United States Civil Service Commission.
The action may be corrected or canceled if not in accordance with all requirements.

i
o] o)
00 OO0 0 0O 0.0 O O oo 00
o} 0 o0 Q0 C 000 0000 ¢ o O
0o 800 80 8 8 o0 O O © Q Q oﬂ
—0—00-0—0-O

00 © 00000 O O 0O 0 O DONATIOE 0O OTHER AUTHENTICATION
4 pERSONNEL FOLDER corY T U. 5. GOVERNMENT PRINTING OFFICE: 1954—31375%

1 s 755




ORI S ) x‘\)N

LVEP INCREASE CER

é-

W U. 9. GOVERNMENT PRIIN‘HNG OFFICE: 1954.320030

rganizational designations . 2. Payroll period 1 3. Block No. 4. Slip No.
me {and social security account number when appropricte) 4. Grade and salary e —
, WRLEA E. 06-13 89205
PAYROLL CHANGE DATA

BASE PAY | OVERTIME GROss PAY | ReT. | FEOERAL | gonp | ki c.oa. |sTaTE Tax| SROVP . NET PAY
= 11. Appropriation(s) i 12. Prepored by

9 28 J\J.]. 55

o1l

{princreass D Pay adjostment || Other step-increasa, ©

F15: Daté" last 14, Old salary . 17, New salary .18, Rer . -
equivatent rate rate 5 mmﬂm -
Increase ' SERVICE MU CONGUCTT
4 S ; iy Iy L OTaRYE
lL?‘.fa!‘Sh - .}9205 :}?).}20 AEE SATISF (Signature or other outhentication) -
{Fill ir appropricte spages covering LWOP . {Check opplicable box In case of excess LWOP)
ine p » S 8 % 8% 3 500 g 19pgy stes aend OF Wi perigO0
Q000 e} - 3o° 8o uon L\baboufo Do of wohro peCd.
LWOP. Total excess LWOP. O O O _00 O 0 O O o 0 Q. __Initials of Clerk
-0 T

W NO. 1124d—Revised

| by Comp. Gen,, U. &
354, Genenot Regulations No. 102

PAYROLL CHANGE SLIP — PERSONNEL COPY

A4




STANDARD FORM 50
REV. APRIL 1951
PROMULGATED BY
U. 5. CIVIL SERVICE COMMISSION
CHAPTER R1, FEDERAL PERSONNEL MANUAL

CENTRAL INTELLIGENCE AGEN. ’

NOTIFICATION OF PERSONNEL ACTION ;

1. NAME (MR.-—MIS5—MRS.—ONE GIVEN NAME, INITIAL(S), AND SURNAME) 2 DATE OF BIRTH 3. JOURNALORACTION NO. | 4. DATE
MISS HEIEN E. HANSON July 1913 9 April 1954
This is to notify you of the following action aflecting your employment:
5. NATURE OF ACTION (USE STANDARD TERMINOLOGY) G, EFFECTIVE DATE 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY
REASSTGIMENT 11 Apr 1954 50 USCA 403 §

FROM TO

8. POSITION TITLE

GS-

9. SERVICE, SERIES,
GRADE., SALARY

oo 10. ORGANIZATIONAL™
- DESIGNATIONS

11. HEADQUARTERS

I ! FIELD

12, FIELD OR DEPT'L

P
CB-E:P.; $8560.00 per annum

DDI/oCh
Office of Assistant Director
Adninistrative Staff = -
tigshington, D, C.
[_'—_] FIELD

| | DEPARTMENTAL

X DEPARTMETAL

"13. VETERAN'S PREFERENCE 14. POSITION CLASSIFICATION ACTION
NONE | wwil [OTHER| 5-PT. | 10-POINT NEW | Vice | 1A |REAL
DISAB.|OTHER ' — =
X X
35 | 8| 17 APPROPRIATION 18. SUBJECT TO C 5. [ 15, DATE OF APPOINT- | 20. LEGAL RESIDEN
FROM: (YES—NO) (ACCESSIONS ONLY) [ cLammen [ 1 rovep
21V g B o " o

2t Remarks: This action is subject to all applicable laws,

rules, and regulations and may be

subject to investigation and approval by the United States Civil Service Commission.
The action may be corrected or canceled if not in accordance with all requirements.

Q o000 (o] o © VOO [e20]6] 3 O QO O 0O Q o O

ENTRANCE PERFORMANCE RATING: O 0 0 O 00 0 Q0 O Q 80 [og © (o3 Q0 0D o0 ©

, T 0 S0 8980 o bo o o 8983 & 98905 a0
Dapm.y Asplstant B:irec‘wr for %Eﬁtm&f 06 0 2. SIGNRTURE ERORI THEXTICATION _

¥ U.S. GOVERNMENT PRI 9347
©. 4. PERSONNEL FOLDER COPY : ' o
e | , - /7 |



Cwu.

S\'VERNMENT-PRINTING OFFICE: 1

;z

2. Pay soll- -+ .13, BlockiNo, .. -

5. Employee’s.name -(and social security account number when appropriate)

lon E,

: ¢. Grads and salary - ——— B

GS-13  $8360.00

14
‘PAY ROLL CHANGE DATA ,
BASE PAY QVERTIME GROSS PAY RET, TA . BOND F.1.C A, “.NET PAY .
7. Previous ‘
normal
8. New
normal
9. Pay this .
period
10. Remarks: 11, Appropriotion{s) ] 12.. Prepared by
mr/oct_ | - e 1/22/54
' 13. Audited by

Periodic step-increase

D Pay odjustment

D Other step-increase

o o}

14, Effective
dote

L Har 54

15. Date last
equivalent
increcse

16. Old salory
rate

Sep 52 $8360.00

rate

17. New solary

$8560,00

18. Performance rating is satisfactory or better,

{Signoture or other authentication)

19. LWOFP data (Fill in appropriate spaces covenng LWOPp
. during following periods}:

Period(s}:

D No excess LWOP,

Total excess LWOP

_8°

OO(IJ

§0

{Check applicable box in case of excess LWOP)

0 0 ood:] stotus otynd ofoomjerod . o ‘
&) N oo (% WOPalviF P s | yjns §!iod. 99009 Qo ‘
2°0 Boo 0 904G p . “fitials of Clerk

STANDARD FORM NO.

Form prescribed by Comp. Gen.,
Nov. 8, 1950, General Regulahons No 102

1 l?éd-—Revised

. PAY ROLL CHANGE SLIP—PERSONNEL COPY




STANDARD FORM 50

REV. APRIL (951 CENTRAL INTELLIGENCE AGENC «

PROMULGAYED BY
U. 5. CIVIL SERVICE COMMISSION
CHAPTER RI, FEDERAL PERSONNEL MANUAL

NOTIFICATION OF PERSONNEL ACTION

Mign Helen B. Bmnsom 1/16/13

1. NAME (MR —M155—MRS.—ONE GIVEN NAME, INITIAL(S), AND SURNAME) 2. DATE OF BIRTH 3. JOURNALORACTION NO. | 4. DATE

This is to notify you of the following action affecting your employment:

5. NATURE OF ACTION (USE STANDARD TERMINOLOGY) 6. EFFECTIVE DATE 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

Promotion 9/ihfs2 | Schedule A-6.126{b})

FROM

8. POSITION TITLE

9. SERVICE, SERIES,

@ | $7240.00 per amam | GRADE. SALARY

10. ORGANIZATIONAL
DESIGNATIONS

11, HEADQUARTERS

I FIELD l DEPARTMENTAL 12. FIELD OR DEPT'L

l ! FIELD Ia l DEPARTMENTAL

13, VETERAN'S PREFERENCE 14. POSITION CLASSIFICATION ACTION
NONE | Wwil [OTHER| 5-PT.| 10-pOINT NEW | vicE | L A, | REAL.
DISAB.|OTHER
x x
S‘ESX R‘AeéE 17. APPROPRIAT]ON . 18. SRUE%;%%TR'A‘EI.STCAC% 19, aég% A?’FIDAAPVF;?JSNT- 20. LEGAL RESIDENCE
FROM: (YES—NO) (ACCESSIONS ONLY) 9 CLAIMED [ ] PROVED
F| W T0: You STATE: I

ENTRANCE PERFORMANCE RATING:

2. remarks: This action is subject to all applicable laws,

subject to investigation and approval by the United States Civil Service Commission.
The action may be corrected or canceled if not in accordance with all requirements.

o goo  goo o
88, B o o

B 0 R &

S °g 08 085°
‘_. 00 (o] © 00

rules, and regulations and may be

W U. S. GOVERNMENT PRINTING OFFICE; 1852-210794

4. PERSONNEL FOLDER COPY




lvi’?Agency and or§anizationa| designations . ) _ 2. Pay ' iod
CENTRAL INTELLIGENCE AGENCY .- Adpdndstrative Staff o :
5. Employee’s name {and social security account number when appropriate) 6. Grade and salary : s
. PAY ROLL CHANGE DATA v ‘ -
BASE PAY | OVERTIME| GROSS PAY |  RET. | TAX___ | BOND FIC A NETPAY- | 1
. 7 P(_e\)_ious . ‘
normal - : ) ) 4
8. New “
normal - :
9. Pay this :
period : . . : 4
10. Remarks ' : ) 11. Appropriation(s) 1 12. Prepared by
13. Audited by _
. . FoWiLIN A 000 aoc. o <
‘ - : 00 000 O 00 i
_@'Periodic‘srep-increase D Pay adiustment [_] Other step-increase 0 [0} O OO Q. 00 O
14. Effective 15. Date last 16. Old salary 17. New salary 18. Perforr%& rah&)b sgégctor)pgcbe o T N
d_are equ_walenl rate rate . . Ly
¢ 7 STOLL ST 2405 {Signature or other éuthenticéfion) E
|9 LWOP dala (Fill in- appropnale spaces covermg LWOP - {Check applicable box in case of LWOP) h
during following periods): 8 OOO OOO 800 In am'a?usg;end o q,:ng@e:éé% ob o 80 o
Period(s): . . 500 o 0o & Bu8p staBot end Hs o S
No eicegs LWOP. Total éxcess LWOP__ —_§emnO0 O O O O0.Q st %a’ls of Cled
"STANDARD ‘FORM NO. 1126d=Revised " o ) s '
Form prescribed -by Comp. Gen., U. S. PAY ROLL CHANGE SUP PERSONNEL COPY l#
Nov. 8, 1950, General Regulations No. 102 q




STANDARD FORM SQ
O7TTONCER 1240

CENTRAL INTELLIGENCE AGENCY'

CHAPTER R1, FEDERAL PERSONNEL MANUAL

NOTIFiCATION OF PERSONNEL ACTI_ON

) ! 2. DATE OF BIRTH | 3. JOURNAL OR ACTIUNTOT| 4. DATE
1. NAME (MR.—~MISS-MRS .~ ONE GIVEN NAME, INITIALIS), AND SURNAME)
Miss Helen E. Eanson 7/16/13 2/16/51
T'his is to notify you of the following action affecting your employmént:
S. NATURE OF ACTION (USE STANDARD TERMINOLOGY) 6. EFFECTIVE DATE| 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY
Promotion 2/18/51 | Schedule A-6.116(b)
FROM ' TO
R 3. POSITION TITLE
Administrative Officer GS-11 Adminigtrative Officer G3-12

GRADE, SALARY

:} $m'0° por annum | 8. SERVICE. SERIES. 8- m‘w oY annum

Colleétion and Dissemination Collection and biasamination
Administrative Staff ' 10. oresnizationaL | Adminigtrative Staff

Office of the Chief DESIGNATIONS

11. HEADQUARTERS

Washington, D, ¢ ¥ashington, D. C.

[ IFIELD |x }DEPARTMENTAL t2. FIELD. OR DEPT'L l : IFIE_LD X |DEPARTMENTAL

13. VETERAN'S PREFERENCE 14., b_o,ssrlon CLASSIFICATION ACTION
HONE | WWII [oTHer|S-PT. | 10 poINT . : NEW |VICE | L. A. [REAL.] .

DISAD.|OTHER . ‘ T 1/17“‘ 9
P & X : ) vV .

15. | 16. | 17. APPROPRIATION 18. SUBJECT TO C. S. | 19. DATE OF APFOINT-T' 20. LEGAL RESIDENCE

SEX |RACE - RETIREMENT ACT MENT OF ‘AFFIDAVITS
FROM: (YES-NO) (ACCESSIONS ONLY) E] cramen [} proven
FiW TO: Yos STATE:IM

21. remanxs: This action is subject to all applicable laws, rules, and regulations and may he
subject to investigatiqn and approval by the United States Civil Service Commission.
The action may be corrected or canceled if not 'in accordance with all requirements.

PURSUANT TO DCI DIRgCT:
EFFECTIVE 924 OCT. 195 e
SALARY ADJUSTED TO § 7040 <2

ENTRANCE EFFICIENCY RATING:

ﬁ' U. 5. GOVERNMENT FRINTING OFFICRs 1950-889283

4. PERSONNEL FOLDER COPY




S S

TR

‘PAY -ROLL CHANGE DATA

BASE PAY OVERTIME

GROSS PAY

RET.

TAX

BOND

NET P

7. Previous
normal

8. Now
normal

9. Pay this
partod

10, Remarks:

11. Appropriation(s)

12. Prepared by -

13. Audited by

TR

Periodlc step.increase.

(] Pay adjustment. \\ ,l. 2£.b \8 v% Other step-mcrease

14. Effactive
d

15, Date last 16. OId sat - .
ate equivaient rate sa'ary 17 New sw,—y p

L incroase . ‘ .
9AA7/50 |33/20/80 195400480 |$5600,00 }

20. LWOP data (Fiil In appropriate spaces covering LWOP during following periods:) [SRR

Perlod(s):

«F ] No excess LWOP,  Total excess LWOP

T

(Check applicablg box in case 6f excess LWOP)
In pay status at end of waiting perlod.
[J In LWOP status at end of waiting period.

initials of Cl¢

STANDARD FORM NO. 11264
- Form prescrlbsd by Comp. Gen., U, S.
Feb. 3, 1950, General Regulations No. 102

NN

G- - SO

U. 8. GOVERNMENT PRINTING ¢




STANDARD FORM 50 P : FORM APPROVED.
UNITSD STATEéB ARD BUDGEY BUREAU NO. 50-R084.
CIVIL SERVICE COMMISSION

OCTOBER 1946 CENTRAL INTELLIGENCE AGENCY

NOTIFICATION OF PERSONNEL ACTION ’ '

1. NAME (MR.—MISS ~ MRS, - - FIRST - MICDLE INITIAL-~ LAST) | 2 DATE OF BIRTH 3. JOURNALORACTIONNO | 4. DATE

Riss Eslen E, Hanson o ?/16/13 102849

This is to notify youv of the following action affecting your employment: )

' 5. NATURE OF ACTION (USE STANDARD TERMINOLOGY} 6. EFFECTIVE DATE 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

L ,

: Convexrsion~-Class. Act of 1940 10-30-49 Detter - DCI ~ 10~-28-49
_ EE‘ . FROM ; To

i 8. POSITION TITLE

Adninigtrative Qfficer Administrative officer Gs5-11

D $5232.00 per annum o, SERVICE. GRADE. as~11 §$5400.,00 per snmum

3 : SALARY

" | Collection and Dissemination Collection and Dissemination

Administrative Staff . Administrative Staff

3 Office of the Chief 10, ORGANIZATIONAL Office of the_ thef

11. HEADQUARTERS

Washingten, De Ce
l FIELD ) X DEPARTMENTAL 12. FIELD OR DEPT'L l FIELD = DEPARTMENTAL

§
(2]
¥
o
.
[ 7]
.

13. R_EMARKS
A, -
7]
. C\
J/ /7 \w\' :.
&
\ \ \.
\
4
ALoting Chief, Fersommel Diviaien
’ » 14. SIGNATURE OR OTHER AUTHENTICATION
15. VETERAN'S PREFERENCE ) 16. POSITION CLASSIFICATION ACTION
NONE| S PT. 10 POINT WWIlL [ WWI |OTHER NEW { VICE | {. A | REAL.
DISAB.] WIFE [WIDOW ) |
| ® ' 5/a/k1
‘| 19. APPROPRIATION ' 20. SUBJECT TO C. S | 2t. DATE OF OATH. 22. LEGAL RESIDENCE
RETIREMENT ACT (ACCESSIONS ONLY) :
FROM: !% (YES—NO) IW&
© 7O ' L — ’

{1 U. 5. GOVERNMENT PRINTING OFFICE. 1048 783384

4.  PERSONNEL FOLDER COPY




STANDARD FORM 50 {8 PART)

UNITED STATES
CIVIL SERVICE COMMISSION
OCTOBER 1944

FORM APPROVED.
BUDGET BUREAU NO. 30-RO64.

CENTRAL INTELLIGENCE AGENCY : -
NOTIFICATION OF PERSONNEL ACTION

1. NAME (MR.—MISS— MRS.--FIRST-~MICDLEC INITIAL- - LAST)

Mizas Halan E. HEznaon

2. DATE OF BIRTH

1/36/2913

4. DATE

18 Maxr 1gh9

3. JOURNAL ORACTION No.

This (s to notify you of the following action affecting your

employment:

5. NATURE OF ACT|ON (USE STANDARD TERMINOLOGY)

Trenafer & Pramotion

6. EFFECTIVE DATE

20 My 1549

7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

Schednle A-4S

FROM

TO0

Litrarian

P=3 $4479.60 por aonum

Exscutive for Admin & Management
Reference Center

- Library : ,
~--p1bliegraphic Sectieg_ -

Washington, D.C,
FIELD . p 4 DEPARTMENTAL

8. POSITION TITLE

9. SERVICE, GRADE,
SALARY

10. ORGANIZATIONAL
" DESIGNATIONS

. HEADQUARTERS

12. FIELD OR DEPT'L

Collection & Disseminatiom
Administrative Staff
0ffice of the Chilef

“&Wﬁ_@r, D.C.
FIELD

E ‘ DEPARTMENTAL

13. REMARKS

INoNE] s PT.

15, VETERAN'S PREFERENCE

10 POINT

WWil | Ww.

OTHER}

x DISAB.| WIFE WIDOW:

16. POSITION CLASSIFICATION ACTION

NEW | VICE

vy

f.A. | REAL,

siefst

19, APPROPRIATION
. FROM:

17, 18.
E|

TO:

20. SUBJECT TO C. 5.
RETIREMENT ACT
{YES—NO)

21. DATE OF OATH 22. LEGAL RESIDENCE

(ACCESSIONS ONLY)

| Jowa

PERSONNEL FOLDER COPY

Tr U. 5. GOVERNMENT PIRINTING OFFICE. 1948 783384




IVUIRN

STANDARD FORM 350 (8 PART})
UNITED STATES

CIVIL SERVICE COMMISSION
OCTOBER 1946

FORM APPROVED.
BUDGET BUREAU NO. S0~-R084.

CENTRAL INTELLIGENCE AGENCY

NOTIFICATION OF PERSONNEL ACTION | .

-FIRST-—MICDLE INITIAL- - LAST)

Miss Helen E. Eanson

1. NAME (MR.—MISS-- MRS,

2. DATE OF BIRTH

T26/313

3. JOURNALORACTIONNoO.| 4. DATE

17 August 1948

This /s to notify you of the following action affecting your

employment:

5. NATURE OF ACTION (USE STANDARD TERMINOLOGY)

Tmntaranl?mt&on

6. EFFECTIVE DATE

7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

MQ &-»#5

FROM

Lidrarien l:]

$3727.20 per anmm
B |

Bxacutive for Admin. & lhnagemnt
Roference Cemter

Intelligence. Documents

Washington, B. C

[ |

.

| g | oeParTMENTAL

Accesaion, Reference & Ciroulation |

- 8. POSITION TITLE

9. SERVICE, GRADE,
SALARY

10. ORGANIZATIONAL
* DESIGNATIONS

1. HEADQUARTERS

12. FIELD OR DEPT'L

lLibrerian [j

$4479.60 peor anmm

Expcutive for Admin. & Manngemasnt
Reference. ceneer

I.ibruy -
Bibliogm.phlo Section

Weﬂh&ngtm,. D. €.

lFIELD ] X | DEPARTMENTAL

13. REMARKS

15, VETERAN'S PREFERENCE

F2Y R

16. POSITION CLASSIFICATION ACTION
NONE| 5 PT. 10 POINT WWIL | WwW! {OTHER]. NEW | VICE | . A. | REAL.
DISAB.| WIFE [wiDow i
z x x 6/3/u7
17. 1 '18. { 19. APPROPRIATION 20. SUBJECT TO C. S, 21, DATE OF OATH: 22, LEGAL RESIDENCE
SEX | RACE! RETIREMENT ACT (ACCESSIONS ONLY) :
FROM: (YES—NO)
F ¥ TO: Iﬂ Joun

% U. 5. GOVERNMENT PRINTING OFFICE. 1948 78.3384

PERSONNEL FOLDER COPY




STANDARD fORM ST(_)E[g PART} FORM APPROVED.
A

UNITED ST BUDGLT BUREAU ND. S0-ROBL. ©
CIVIL SERVICE COMMISSION

OCTOBER 1946

-ENTRAL INTELLIGENCE B%8,  &0Y

'NOTIFICATION OF PERSONNEL ACTION

1. NAME (MR.-MISS-- MRS

FIRST - MIDDLE INITIAL LAST)

Hisr Halsn B. Hanson

2. DATE OF BIRTH

7/16/1913

R P

3. JOURNAL OR ACTION No. ! 4 DATE

é stober 1947

5 NATURE OF ACTION (U3E STANDARD TERMINOLOGY)

Thxs is to not:ly you o{ the Iollow:ng achon a//ectmg your employment
i 6. EFFECTIVE DATE

{ wléflfm

7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

Excopted Appointment Scheduls A - 20

‘Teﬂposmon TITLE

§3397.20 por ammm

i .

l'9. SERVICE. GRADE.
|~ SALARY

1

B ' Reports and Estimates
gm' BrSioNATIONa At | Inte kligence Documsnts o
- T Accessicn, &ef’erenb.e & Circulation

. HEADQUARTERS

Hashington ,D.C.

3
!
, i _
R FIELD . I“ l : x OEPARTMENTAL

13. REMARKS : . ' : : S

Ro-8triks Affidavit hes been properly .emuted..

] DEPARTMENTAL 12. FIELD OR DEPT'L I ] FIELD

This appointnent 1s mnde subject to the satisfectory | : -
cmplsmmefatrialpaﬁcﬂeﬁ’omymr ' '

0\

//»//
g6 7

roete

T SGGNATURE OR OTHER AUTHENTICATION e

15. VETERAN'S PREFERENCE

16 POSITION CLA.)SIFICATION ACTION
e

NONE| 5 PT. L 10-POINT |wwnl wwi [OTHER ' L
- ,
|z Dls'\uK WIFE .wmov~f x ! ? .
' ! | oo . _ B L o -

7. | 18. | 19. APPROPRIATION, -] '20. SUBJECT-TO'C. 5. | 21. DATE OF OATH < ' 'ZZ,Ifl._EGvAE'REf;I"DEN'CEv
SEX | RACE : . .RETIREMENT ACT (ACLESSIONS ONLY) ;
F w - FROM: ) (YES —~NQ} .
] e 46 Oetober 19k

4. PERSONNEL FOLDER COPY

Y7 U. $. GOVERNMENT PRINTING OFFICE: 1947 -

722549



spempy  ADMBNSTAFE ] |

(When Filled In) CARETD o
v EMPLOYEE SERIAL NUMng\__J

W - Weak

A - Adequate

P - Proficient
S -.Strong ‘
O - Quistanding

FITNESS REPORT ﬁ
SECTION A GENERAL
1. NAME | (Last) (First) (Middle) 2. DATE OF BIRTH [3. SEX 4. GRADE [8.5SD
HANSON Helen E 1913 F 14
6. OFFICIAL POSITION TITLE 7. OFF/DIV/BR OF ASSIGNMENT [8. CURRENT STATION
Admin. Officer OCR/OAD/AS HQ
9. CHECK (X) TYPE OF APPOINTMENT : 10. CHECK {X) TYPE OF REPORT
X CAREER [ IRESERVE l l TEMPORARY INITIAL : REASSIGNMENT SUPERVISOR
CAREER-PROVISIONAL (See instructions - Section C) X ANNUAL . REASSIGNMENT EMPLOVYEE
SPECIAL (Specify): SPECIAL (Specify);
11. DATE REPORT DUE IN O.P. 12. REPORTING PERIOD (From- to-)
30 April 1964 v 31 March 1963 - 31 March 1964
SECTION B PERFORMANCE EVALUATION
Performance ronges from wholly inadequate to slightly less than satisfactory. A rating in this category requires

positive remedial action. The nature of the action could range from counseling, to further training, to placing on
probation, to reassignment or to separation. Describe action taken or proposed in Section C.

- Parformance meets all requirements. It is entirely satisfactory and Is characterized neither by deficiency nor

excellence.

Parformance is more than satisfactory. Desired rosults are béing produced in a proficient manner.

Performonce is characterized by .exceptional proficiency.

Pérformance is so exceptional in relation to requirements of the ‘work and in comparison to the performance of
others doing similar work as to warrant special recognition. :

SPECIFIC DUTIES

List up to six of the most important specific duties performed during the rating period. Insert rating letter which best describes the
manner in which employee performs EACH specific duty, Consider ONLY effectiveness in performance of that duty. All employees
with supervisory responsibilities MUST be rated on their ability to supervise (indicate number of employees supervised).

SPECIFIC DUTY NO. | . EEA‘IT';"EGR
Chief, Administrative Staff, responsible for administrative support to the AD/CR
and the Office as a whole, which function is performed with a staff of 10. (O
SPECIFIC DUTY NO. 2 \ : i RATING
] LETTER
SPECIFIC DUTY NO. 3 - RATING
LETTER
ism—:cnnc DUTY NO. 4 . Eé;pé%
E
RATING
SPECIFIC DUTY NO, & . LETTER
SPECIFIC DUTY NO. 6 — o ) RATING
SRR L : e . - LETTER
N -_-v‘ 3.
OVERALL PERFORMANCE IN CURRENT, POSITION: =" «i3 2%
] - } R RATING
Take into account everything about the employee which influences his effectiveness in his current position such as pere LETYER
formance of specific Huties, productivity, conduct on J‘ob, cooperativeness, pertinent personal traits or habits, and . . O
particular limitations of\talents. Based on your knowledge of employee’s overall performance during the rating period,
place. the letter in the r§t'ng box corresponding to the statement which most accurately reflects his level of performance.
v -
17 APR 1957 \— ,
- - GO0 1

FORM V
462 45 OBSOLE PREVIOUS EDITIONS,

. Exduded hom avtomotic
A dedanification




M)}M(El
o~ : (When Filled In)

SECTION C NARRATIVE COMMENTS

Indicate significant strengths or weaknesses demonstrated in current position keeping friprope ctive their relationship to
overall per?ormance. State suggestions made for improvement of work performance. Give r%myﬁilfdg" gegining. Comment
on foreign language competence, if required for current position. Amplify or explain ratings given in Sec'ion'g';o provide best
basis for determining future personnel action. Manner of performance of managerial or supervisory duties must be described, if

applicable.
dPR ’7 9 54 AH y
. by
Miss Hanson resigned from government service on 3 Ap "1, 1964. Her
performance during this rating period continued to be exen%pﬁﬂ@*‘in
every respect. :
SECTION D CERTIFICATION AND COMMENTS
1. v BY EMPLOYEE
I CERTIFY THAT | HAVE SEEN SECTIONS A, B, AND C OF THIS REPORT .
DATE . SIGNATURE OF EMPLOYEE
2. - BY SUPERVISOR .
MONTHS EMPLOYEE HAS BEEN IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION

UNDER MY SUPERVISION

3 . . ‘ W@,{j W‘/’/;.TM\«L&«L.

DATE OFFK‘JAL TITLE OF SUPERVISOR TYDEN OR PRINTEND_NAME ANMD SIGNATLRE
9 Apr 1964 AD/CR y
3. BY REVIEWING OFFICIAL /.

COMMENTS OF REVIEWING OFFICIAL

DATE OFFICIAL TITLE OF REVIEWING OFFICIAL TYPED OR PRINTED NAME__'A.ND_SIGNATURE

SECRET



- S ET CAREER SERVICE
(Wheh Filled In)

L

ERICT 0F oms. .
FITNESS REPORT 0P PER gy,

EMPLOYEE SERIAL N()MBER o

4

SECTION A #NERAI,_
1. NAME (Last) (First) miaate) IR (& DAbE 65 . SEX 4. GRADE |5.SD

. y
HANSON Helen E. ' 1913Pﬂr 61 F 14

6. OFFICIAL POSITION TITLE 7. OFF/DIV/BR OF ASSIGNMENT |8. CURRENT STATION

Admin, Officer - MOCR/QAD/AS HQ
8. CHECK (X} TYPE OF APPOINTMENT _ 10. CHECK (X) TYPE OF REPORT
X |CAREER ] IRESERVE S [ l TEMPORARY INITIAL REASSIGNMENT SUPERVISOR
CAREER-PROVISIONAL (See instructions - Section C) X ANNUAL REASSIGNMENT EMPLOYEE
SPECIAL (Specify): : SPECIAL (Specify):

11. DATE REPORT DUE IN O.P. 12. REPORTING PERIOD (From- to-)

2o be — Fie ez
SECTION B PERFORMANCE EVALUATION T

probation, to reassignment or to separation. Describe action taken or proposed in Section C.

excellence.

P - Proficient " Performance is more than satisfactory. Desired results are being produced in a proficient manner.

S - Strong’ " Performénce is ‘characterized by excaptional ;‘:_rSflk'.:"i—‘e"n'cY.'

others doing similar work as to warrant special tecognition.

W - Weak Performance ranges from wholly inadequate to slightly less than satisfactory, A rating in this category requires
positive remedial action. The nature of the action could range from counseling, to further training, to placing on

A - Adequate - Performance meets a!l requirements. |t is entirely satisfactory and is characterized neither by deficiency nor

O - Outstanding Performance is so:'excepfionol in relation to requirements of the work and in comparison to the performance of

SPECIFIC DUTIES

with supervisory responsibilities MUST be rated on their ability to supervise (indicate number of employees supervised).

List up to six of the most important specific duties performed during the rating period. Insert rating letter which best describes the
manner in which employee performs EACH specific duty. Consider ONLY effectiveness in performance of that duty. All employees

SPECIFIC DUTY NO. §

formance of specific duties, productivity, conduct on J'ob, cooperativeness, pertinent personal traits or habits, ond
particular limitations or talents. Based on your knowle ge of employee's overall performance during the rating period,

place the letter in t&;sﬁg&;ox corresponding 1o the statement which most accurately reflects his level of performance.

15 MAY 197

GROUP 1

RATING
LETTER
Chief, Administrative Staff, responsible for administrative support.to the AD/CR and
the Office as a whole, which function is performed with a staff of 10, 0
$P.EC|FIC.E)U'I;;.&O.‘2VV - : RATING
R LETTER
SPECIFIC DUTY 'NO.3 ‘. . RATING
_ LETTER
SPéélFl% DUTY ?40..4. ' R . 5!91?1""!‘5%
SPECIFIC DUTY. No.-: s -,. RATING
SPECIFIC DUTY NO. & ‘ L A FETTER
SO e TR S TR ey : Cere R
OVERALL PERFORMANCE IN CURRENT POSITIQN ©,s 1. i
TR N . RATING
Take into-account everything about the employee which influences his effectivene&!‘i‘ﬁ hi% current position such as per- | “ETTER

0

f—ngM 45 OBS% PREVIOUS EDITIONS.,

Exduded from ovtomatic
SE downgrading and
dedautfication



§(seﬁzT
(Whed Filled In)

SECTION C ' NARRATIVE COMMENTS OFF

Indicate significant strengths or weaknesses demonstrated in current position keepmg in p(fggﬁdbmihve their relationship to
overall performance. State suggestions made for improvement of work performance. Give recommen raining, Comment

on foreign language competence, if required for current position. Amplify or explain ratings gnven in Sechon to provide best
basis for determining future personnel action. Manner of performance of managerm|”x supgrvisory duties must be described, if

applicable. ,I 29 ﬂ”

It is difficult to overstate the case for Miss Hanson. Her devotion to duty find hard
work in continually assessing the people and programs of the OMQe tf:ﬁ make its
contribution to the Agency maximal, and to ensure its regular re-vi gation, are
without precedent. Within her own staff, she has selected as assistants extremely
competent people and is constantly encouraging and developing her junfor people for
positions of greater responsibility elsewhere. Her knowledge of and dealing with
budgetary and personnel matters have been acknowledged by others outside the
Office as exemplary. :

Modest about her own contributxon, Miss Hanson is quick to give credit to
others.

Miss Hanson was one of two Agency nominees for the First Annual Federal
Woman's Award; she received from the DCI a Citation for Outstanding Performance
in 1955. More recently she received a letter of appreciation from General Carter,
DDCI, for heading a group of Agency employees in charge of decorating Headquarters
last Christmas with great success. We will continue to consider her nomination for
appropriate recognition.

SECTION D CERTIFICATION AND COMMENTS

1. BY EMPLOYEE
I CERTIFY THAT | HAVE SEEN SECTIONS A, B, AND C OF THIS REPORT

DATE SIGNATURE OF EMPLAYEE

3 Moy /943 ? W
2. ¥ BY SUPERVISOR _
MONTHS EMPLOYEE HAS BEEN IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION -
UNDER MY SUPERVISION N

-66 ... . -
DATE T é OFFICIAL TITLE OF SUPERVISOR MRE
Ei 1’7/‘“’[ 3 AD/CR

3. ) BY REVIEWING OFFICIAL |

COMMENTS OF REVIEWING OFFICIAL

DATE OFFICIAL TITLE OF REVIEWING OFFICIAL TYPED OR PRINTED NAME AND SIGNATURE

“

SECRET




seeRET

(When Filled In)

SECTION C NARRATIVE COMMENTS

Indicate significant strengths or weaknesses demonstrated in current position keepiné}ﬁfp(' e rps active their relotionship to
overall performance. State suggestions made for improvement of work performance. Give ré bm cgﬂé}ﬂ" aining, Commaent
on foreign language competence, if required for.current position. Amplify or explain ratings given in Secfionv;o provide best .
basis for determining future personnel action. Manner of performance of managerial or supervisory duties must be described, if

applicable. A
PR |7
3 5 MM *py :
Miss Hanson resigned frdm'governm‘ent service on 3 Apﬁ'l, 1564. Her
performance during this rating period continued to be exe fg}@"in
every respect. ' '
SECTION D ' CERTIFICATION AND COMMENTS
1. - ' BY EMPLOYEE
e ! CERTIFY THAT | HAVE SEEN SECTIONS A, B, AND C OF THIS REPORT
DATE ) SIGNATURE OF EMPLOYEE
2, A BY SUPERVISOR

MONTHS EMPLOYEE HAS.BEEN - IF THIS REPORT HAS NOYT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION
UNDER MY SUPERVISION . .. g . -

DATE or-Fld\]AL TITLE OF SUPERVISOR TP PPN

9 Apr 1964 AD/CR ;
3. ’ : BY REVIEWING OFFICIAL (’

COMMENTS OF REVIEWING OFFICIAL

DATE OFFICIAL TITLE OF REVIEWING OFFICIAL TYPED OR PRINTED NAME AND SIGNATURE

- SECRET
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CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE
16 April 1962

MEMORANDUM FOR: Director of Personnel

SUBJECT: Fitness Report ~ Helen E. Hanson

1. In October of this year Miss Hanson will celebrate her fifteenth” e

 amniversary in the Agency. Her record throughout the years has been

outstanding and this past year has been no exception.

2. Miss Hanson has continued to demonstrate the high degree of
initiative, judgement, integrity and professional competence which has
invariably characterized her performance. Her sound advice and counsel
provide the major contribution to my policy decisions on administrative
matters. - ‘

3. Generally over-looked in evaluations of Miss Hanson's performance
is the degree to which she has concerned herself with employee morale. Her
efforts in this connection are less well known but are as highly rated by me
as are her more formal duties. By reason of her sincerity and motivation,
her congenial and cooperative attitude, her fine character and her discreet
and confidential handling of personal problems, Miss Hanson has earned the
respect and confidence of OCR employees in general.

Asasistant Director /
Central Reference

Helen E. Hanson

G




CENTRAL INTELILIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

v N

5 May 1961
N o9 \ .
>
<\ /
MEEi\Af\NDUM FOR: Director of Personnel
SUBJECT: | Hel_en E. Hanson - Fitness Report

Miss Hanson was nominated by OCR for the First Annual Federal
Woman's Award. . The Career Council approved that nomination and
forwarded-her papers as one of the two outstanding women of CIA.. It .
would be difficult to add anything to the already high regard which
Miss Hanson enjoys in this Office or the Agency.

’ A

- Deputy Assistant Director
Central Reference

Concur:

*7%m?é/

Date

Noted:

é@@ﬂzéu4~. | 9 May 196 |

Helen E. Hanson : Date v




N CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

11 April 1960

MEMORANDUM FOR:  Director of Personnel

SUBJECT: Helen E. Hanson- Fitness Report

September 1948.- She has alweys had the complete confidence

of the Office management as may be seen from the Fitness Reports
prepared over the years. Furthermore, she has received a
Certificate of Merit from the DCI. There is little else I can
add to such & record.

...Mlss Hanson bas been Chief, Administrative Staff, since .__ __ .

Deputy Assistant Director
Central Reference

Concurrende:

§3 A0 1950
Date

Noted:

éz | ' 4 a0 1000
;7 é? Z‘ | 11 APD 1ocy

Helen E. Hanson Date




V4

ﬁwégsggé]mj JCR CAREER SERVICE[ |

FITNESS REPORT

EMPLOYEE SERIAL NUMBER -

SECTION A GENERAL i
1. NAME (Laat) " (Firsy) . (Middle) 2, DATE OF BIRTH 3, SEX 4. GRADE
HANSON Helen E. - 16 July 1913 F GS=1L

3. SERVICE DESIGNATION| 8. OFFICIAL POSITION T

ITLE

Administrative Cfficer

7. OFF/DIV/BR OF ASSIGNMENT

OCR/OAD/Admin Staff

8. CAREER STAFF STATUS 9. TYPE OF REPORT
NOT ELIGIBLE x MEMBER DEFERRED INITIAL REASSIGNMENT/SUPERVISOR
PENDING DECLINED | ‘IDENIED X ANNUAL REASSIGNMENT/EMPLOYEE
10, DATE REPORT DUE IN O.P, 11, REPORTING PERIOD SPECIAL (Specify)
o Ol [}
30 April 1959 T"Apr 58 - 31 Mar 59
SECTION B EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES

List up to six of the most important specific duties

erformed during' the rating period. Insert rating number which best describes the

manner in which employee performs EACH specific qu'y. Consider ONLY effectivepess in performance of that duty. All employees
with supervisory responsibilities MUST be rated on their ability to supervise (indicate number of emplayees supervised).

1 - Unsatisfactory [2 - Barely adequate 1

3 - Acceptable

4 - Competent [5 - Excellent [6 - Superior l7 - Qutstanding

SPECIFIC DUTY NO. 1

Directs Administrative Staff

RATING
NO.,

.  -7_

SPECIFIC DUTY NO. 4
Conducts liaison with other adminis-
-trative units”™ = .. :

RATING
.NO.

7

SPECIFIC DUTY NO. 2

Implements personnel policy determined

by Career Service Board

RATING
© NO.

6

SPECIFIC DUTY NO. 5

Recommends administrative policies
to AD/CR

RATING
NO.

6

SPECIFIC DUTY NO. 3

Prepares OCR budget

RATING
NO.

6

SPECIFIC DUTY NO. 6

RATING
NO.

SECTION C EVALUATION OF OYERALL PERFORMANCE IN CURRENT POSITION

Take into account everything about the employee which influences his effectiveness in his current position - performance of specific
duties, productivity, conduct on job, cooperativeness, pertinent personal traits or habits, particular limitations or talents. Based on
your knowledge of employec’s overall performance during the rating period, place the rating number in the bax corresponding to the

statement which most accurately reflects his level of perforrmance.

1 - Performance in many important respects fails to meet requirements.
2 - Performance meets most requirements but is deficient in one or more important respects,

3 - Performance clearly meets basic

requirements,

4 - Performance clearly exceeds basic requirements,

S - Performance in every important respect is superior.

6 - Performance in every respect is outstanding.

5

RATING
NO.

SECTION D DESCRIPTION OF THE EMPLOYEE

In the roting boxes below, check (X) the degree to which eoch charocteristic applies to the employee

1 - Least possible degree 2 - Limited degree [ 3 - Normal degree ]4 - Above average degree 5 - Qutstonding degree
: : NOT NOT RATING
CHARACTERISTICS APPLI o8- -

CABLE {SERVED| 1 | 2 3 4 5
GETS THINGS DONE X
RESOURCEFUL x
ACCEPTS RESPONSIBILITIES - ! ' x
CAN MAKE DECISIONS ON'HIS OWN WHEN 'NEED ARISES x
DOES HIS JOB WITHOUT STRONG §UPPORT - : ‘ x
FACILITATES SMOOTH OPERATION OF HIS OFFICE x
WRITES EFFECTIVELY X
SECURITY CONSCIOUS X
THINKS CLEARLY X
DISCIPLINE IN ORIGINATING, MAINTAINING AND DISPOSING OF RECORDS < )
OTHER (Specify): .

SEE SECTION *E* ON REVERSE SIDE

:.(;:M 45 OBSOLETE PREVIOUS EDITIONS, SPC/RET (4)




m}EcﬁT
en Filled In)

SECTION E ‘ NARRATlVE DESCRIPTION OF MANNER OF JOB PERFORMANCE

Stress strengths and weoknesses denonstrated in current position. Indicate suggestions n‘{gdr’ for improvement of his
work. Give recommendations for his training. Describe, if appropriate, his potential for developme 4 ana%fw, ngmg greater re-

sponsibilities. Amplify or exploain, if appropriate, ratings given in SECTIONS B, C, and D to provide the best ba%i)s:for determining
future personnel actions.

Arp ) 450/°H50

Miss Hanson's attributes and value to this Gffice have beﬁﬁ detailed in every
Fitness Report made on her. There is no need to repeat theM, R(Haw efforts to:
minimize administrative costs continue to be superior.

SECTIONF —_CERTIFICATION AND COMMENTS

1. ) ' BY EMPLOYEE

| certify that | have seen Sections A, B, C, D and E of this Reporf

DAT/E /q)’ 7 S|GNAT:RE OF EMPZ’EE :

2. " - BY SUPERVISOR R T e
MONTHS EMPLOYEE HAS BEEN IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION
UNDER MY SUPERVISION -

A ) IF REPORT IS NOT BEING MADE AT THIS TIME, GIVE REASON, -~ * _ -

EMPLOYEE UNDER MY SUPERVISION LESS THAN 90 DAYS [ ]REPORT MADE WITHIN LAST 90 DAYS

OTHER (Specify):

DATE OFFICIAL TITLE OF SUPE_RVlSOR i TURE
1 APR 1959 Deputy Assistant Director/CR

3. BY REVIEWING OFFICIAL

X [} WOULD HAVE GIVEN THIS EMPLOYEE ABOUT THE SAME EVALUATION.

| WOULD HAVE GIVEN THIS EMPLOYEE A HMIGHER EVALUATION.

I WOULD HAVE GIVEN THIS EMPLOYEE A LOWER EVALUATION.

I CANNOT JUDGE THESE EVALUATIONS, | AM NOT SUFFICIENTLY FAMILIAR WITH THE EMPLOYEE’'S PERFORMANCE.

COMMENTS OF REVIEWING OFFICIAL

DATE OFFICIAL TITLE OF REVIEWING OFFICIAL'(

Pl 105 . | | |
1 APR 1959 Assistant Director/CR : : )

SECRET R i 7




T

(Whén Filled In)

2. RATINGS ON PERFORMANCE OF SPECIFIC DUTIES

DIRECTIONS: ' . - .
a. State in the spaces below up to six of the more impoﬂgglc&Eﬂf}?RfM@w irformed during this rating period.
Place the most important first. Do not include minor or unimportant dutx'eﬂf‘
b. Rate performance on each specific duty considering ONLY effectiveness in performance of this specific duty.
¢. For supervisors, ability to supervise will always be rated as a ‘specific duty (do not rate as supervisors those
who supervise a secretary only).

d. Compare in your mind, when possible, the individlaﬁrbeZ\g 23!59 PHk?sﬁhe'rs performing the same duty at a

similar level of responsibility,
e. Two individuals with the same job title may be performing different duties. If so, rate them on different

duties.

f. Be specific. Examples of the kind of duties that might bﬁgg!emhe}g
ORAL BRIEFING HAS AND USES DGE CONDUCTS INTERROGATIONS
GIVING LECTURES DEVELOPS NEW PROGRAMS PREPARES SUMMARIES
CONDUCTING SEMINARS ANALYZES INDUSTRIAL REPORTS TRANSLATES GERMAN
WRITING TECHNICAL REPORTS MANAGES FILES DEBRIEFING SOURCES
CONDUCTING EXTERNAL LIAISON OFPERATES RADIO KEEPS BOOKS
TYPING COORDINATES WITH OTHER OFFICES DRIVES TRUCK
TAKING DICTATION WRITES REGULATIONS . MAINTAINS AIR CONDITIONING
SUPERVISING PREPARES CORRESPONDENCE EVALUATES SIGNIFICANCE OF DATA

g. For some jobs, duties may be broken down even further if supervisor considers it advisable, e.g., combined key
and phone operation, in the case of a radio operator,. :

N

! - INCOMPETENT IN THE PERFORMANCE OF THIS DUTY 6 - PERFORMS THIS DUTY IN AN OUTSTANDING MANNER

<2 - BARELY ADEQUATE IN THE PERFORMANCE OF THIS FOUND IN VERY FEW INDIVIDUALS HOLDING SiM|-
DESCRIPT}VE DUTY LAR J08S
RATING 3 - PERFORMS THIS DUTY ACCEPTABLY 7 - EXCELS ANYONE | KNOW IN THE PERFORMANCE OF
NUMBER 4 - PERFORMS THIS DUTY IN A COMPETENT MANNER THIS DUTY

5 - PERFORMS THIS DUTY IN SUCH A FINE MANNER
THAT HE IS A DISTINCT ASSET ON HIS JOB

SPECIFIC DUTY NO. 1 RATINGYSPECIFIC DUTY NO. 4 RATING
NUMBER - NUMBER

Directs Administrative Staff 7 |Conducts Liaison w/other Admin Units 7
SPECIFIC DUTY NO. 2 RATING|sSPECIFIC DUTY NO. 5 -RATING
NUMBER . NUMBER

Implements Personnel Policy 6 | Recommends Administrative policies 6
SPECIFIC OUTY NO. 3 RATING|SPECIFIC DUTY NO. 6 RATING
- — . oo NUMBER ) S e L NuthER

Prepares OCR Budget 6

3. NARRATIVE DESCRIPTION OF MANNER OF JOB PERFORMANCE

DIRECTIONS: Stress strengths and weaknesses, particularly those which affect development on present job.

Miss Hanson has always excelled in the execution of OCR administrative policy,
particularly in the guidance of the Division Chiefs in this area. During the
present rating period she has alsoc demonstrated spontaneity and imagination in: ..
generating and reshaping that policy. '

SECTION D. SUITABILITY FOR CURRENT JOB IN ORGANIZATION
DIRECTIONS: Take into account herc everything you know sbout the individual....productivi ty, conduct in the job,
pertinent personal characteristics or habits, special defects or talents....and how he fits in with your team. Com-

pere him with others doing similar work of about the same level. .
V- DEFINITELY UNSUITABLE - HE SHOULD BE SEPARATED
2 = OF DOUBTFUL SUITABILITY.,.WOULD NOT HAVE ACCEPTED HiIM IF | HAD KNOWN WHAT | KNOW NOW

3 - A BARELY ACCEPTABLE EMPLOYEE...BELOW AVERAGE BUT WITH NO WEAKNESSES SUFFICIENTLY OUTSTANDING TO WAR-
RANT H1S SEPARATION

7

4 - OF THE SAME SUITABILITY AS MOST PEOPLE | KNOW IN THE ORGANIZAT{ON
RATING 3 - A FINE EMPLOYEE - HAS SOME OUTSTANDING STRENGTHS
NUMBER 8 - AN UNUSUALLY STRONG PERSON IN TERMS OF THE REQUIREMENTS OF THE ORGANIZATION
7 - EXCELLED BY ONLY A FEW IN SUITABILITY FOR WORK IN THE ORGANIZATION
IS THIS INDIVIDUAL BETTER SUITED FOR WORK: IN SOME OTHER POSITION IN THE ORGAN)ZATION? [ ves [X] wo. 1F YES.

EXPLAIN FULLY:

SEERET




\ , SECRET

(When Filled In)

FITNESS-REPORT (Part ) PERFORMANCE

INSTRUCTIONS

FOR THE ADMINISTRATIVE OFFICER: Consult current instructions for completiog this report.

FOR THE SUFERVISOR: This report is designed to help you express your evaluation of your subordinste and to transmit
this evaluation to your supervisor snd senior officinis. Organization policy requires that you inform the subordi-
nate where he stands with you. Complction of the report can help you prepnre for a discussion with him of his
strengths and weaknesses. It is also organization policy that you show Part I of this report . to the employece except
under conditions specified in Regulation 20-370. It is recommended that you read the entire form before completing
any question. If this is the initial report on the employce, it must be completed and forwarded to the Office of

Fersonnel no later than 30 days after the date indicated in item 8, of Section "A" below.

SECTION A. ' GENERAL
t. NAME (Last) (First) (Middle) 2. DATE OF BIRTH 3. SEX 4. SERVICE DESIGNATION
HANSON Helen B. 16 July 1913 F

5. OFFICE/DIVISlON/BRﬁNCH OF ASSIGNMENT 6. OFFICIAL POSITION TITLE

OCR/OAD/Administrative Staff ' Administrative Officer
7. GRABE 8. DATE REPORT DUE IN OP 9. PERIOD COVERED BY THIS REPORT (Inclusive dates)

GS-14 11 Oct 1958 ' 6 Oct 1957 - 6 Oct 1958
10. TYPE OF REPORT INTTIAL REASS| GNMENT-SUPERVISOR SPECtAL (Specify)

(ChCCk onc) X ANNUAL REASSI GNMENT-EMPLOYEE

SECTION 8. CERTIFICATION

! FOR THE RATER: THIS REPORT [T X] WaS [[_] HAS NOT BEEN SHOWN TO THE INDIVIDUAL RATED. IF NOT SHOWN. EXPLAVN Wiv
NOT: — .

A. CHECK (X) ARPROPRIATE STATEMENTS::

THI.S RERORT RECFLECTS. MY. OWN OPINIONS OF THIS INDA- . tF INDEVIODUAL 1S RATED “1L™in CJ O0R D. A ,WARNING LET.
X |viouar. S = . TER WAS SENT TO HIM A COPY ATTACHED, 7O THIS REPORT.

THIS REPORY REFLECTS THE COMBINED OPINIONS OF MYSELF 1 CANNOT CERTIFY THAT THE RATED INDIVIDUAL KNOWS HOW

AND PREVIOUS SUPERVISORS. ! EVALUATE Wi5S OB PERFORMANCE BELCAUSE (Specify):

| HAVE DISCUSSED Wl TH TRI S EMPLOYEE MIS STRENGTYHS
AND WEAKNESSES SO THAT HE KNOWS WHERE HE STANDS.

8. THIS DATE

26 Se

Acti or, ch:
2. FOR THE REVIEWING OFF | Cuwr RECURDTANY SUESTANTI AL UIFFERENCE UF OPTNTON W{TH THE SUPERVISOR, OR ANY OTHE IN-
FORMATION. WHICH WiLL LEAD TO A BETTER UNDERSTANDING OF TH!S REPORT. -

O. SUPERVISOR'S OFFICIAL TITLE

BY DATE |

§ Posted Pcs. Ce: |
| |
L“Rewewedf:y PUD: {

[ conrinueo on aTTACHED SHEET

I certify that any substantial difference of opinion wigh the supervisor is reflected in the above -section.

> p—

AL TH;} DAT B TREVIEW\NG C. OFFICIAL TITLE 0FREVIEW|NG OFFICTAL
=4 / - / .
/S DDT

SECTION C. y/ A JOB PERFORMANCE EVALUATION

. RATING ON GENERAL PERFORMANCE OF DUTIES

DIRECTIONS: Consider ONLY the productivity and effectiveness with which the individual being rated has performed
his duties during the rating period. Compare him ONLY with others doivg similar work at s similar level of respon-
sibility. Factors other than productivity will be taken into account later in Section D.
! - DOES NOT PERFORM DUTIES ADEQUATELY: HE IS INCOMPETENT,

2 - BARELY ADEQUATE IN PERFORMANCE: ALTHOUGH HE HAS HAD SPECIFIC GUIDANCE OR TRAINING. HE OFTEN FAILS TO
6 CARRY OUT RESPONSIBILITIES.

3 PERFORMS MOST OF HIS DUTIES ACCEPTABLY: OCCASIONALLY REVEALS SOME AREA OF WEAKNESS.
TNSERT 4 - PERFORMS DUTIES (N A COMPETENT, EFFECTIVE MANNER.
RATING S + A FINE PERFORMANCE: CARRIES OUT MANY OF HIS RESPONSIBILITIES EXCEPTIONALLY WELL,

6

NUMBER .- PERFORMS HIS DUTIES IN SUCH AN OUTSTANDING MANNER THAT HE IS'EQQPLLED BY FEW. OTHER PERSONS KNOWN TO
THE SUPERVISOR. . o [

COMMENTS:

REPLACES PREVIOUS EDITIONS ‘
FOSZVN; 45 (Part ’) OF FORMS 45 AND 45A WHICH W Performance (&)

ARE OBSOLETE.



_SEERET

(When Filled In)

3. INDICATE THE APPROXIMATE NUMBER OF MONTHS THE RATED EMPLOYEE HAS BEEN UNDEﬂ,ﬁEﬂBszPERyISION -

0’:,,F])r'

. RS
4. COMMENTS CONCERNING POTENTIAL "”NE‘-

Ocr

Extremely well suited for her present job. She definitely/gasékga Pﬁ;ential to
take on broader responsibilities in the administrative field. 74

. : . "M/[ RO‘OLI

SECTION H. ) FUTURE PLANS

V. TRAINING OR OTHER DEVELOPMENTAL EXPERIENCE PLANNED FOR THE INDIVIDUAL >

-

Plan to éponsor her for membership in the Society for Personnel Administratioﬁ
as suggested in her career preference outline. /

4
]
i

2. NOTE OTHER FACTORS, INCLUDING PERSONAL CIRCUMSTANCES, TO BE TAKEN INTO ACCOUNT IN INDIVIDUAL*S FUTURE ASS|GNMENTS

SECTION 1. DESCRIPTION OF INDi‘-VlDUAL

DIRBCTIONS: This section is provided as an eid to describing the individual as you see him on the job. Interpret
the words literally. On the page below are a series of statements that apply in some degree to most people. To
the left of each statement is s box under the heading "category." Resdd each statement and insert in the box the
category number which best tells how much the statement applies to the person covered by this report.

X « HAVE NOT OBSERVED TH!S:1 HENCE CAN GIVE NO OPINION AS TO HOW THE DESCRIPTION APPLIES TO THE
. INDIVIDUAL .

« APPLIES TO THE INDIVIDUAL TO THE LEAST .POSSIBLE DEGREE

+ APPLIES TO INDIVIDUAL TO A LIMITED DEGREE

- APPLIES -TO INDIVIDUAL TO AN AVERAGE DEGREE

CATEGORY NUMBER

+ APPLIES YO'INDIVIOUAL TO AN OUTSTANDING DEGREE

1

2

3 .

4 « APPLILES-TO INDIVIDUAL TO AN ABOVE AVERAGE DEGREE S
S

S

CATEGORY ~ STATEMENT ’ - | CATEGORY - STATEMENTY .. < m ..-] CATEGORY..}. . STATEMENT
5 Y. ABLE TO SEE ANOTHER'S 5 11 HAS HIGH STANDARDS OF 5 21, 1S EFFECTIVYE (N DISCUS-
POINTY OF VIEW ACCOMPLISHMENT SIONS W) TH ASSOCIATES

2. CAN MAKE DECISIONS ON HIS
OWN WHEN NEED ARISES

22. IMPLEMENTS DECISIONS RE-
GARDLESS OF OWN FEELINGS

12. SHOWS ORIGINALITY

3. ACCEPTS RESPONStBILI-.
TIES

3. HAS INITIATIVE . IS THOUGHTYFUL OF OTHERS
3

4. 1S ANALYTIC IN HIS THINK:

14. ADMITS HIS ERRORS
ING : .

24. WORKS WELL UNDER PRESSURE

TS5, RESPONDS WELL TO SUPER-
vVisSion

S. STRIVES CONSTANTLY FOR

25. DISPLAYS JUOGEMENT
NEW KNOWLEDGE AND IDEAS

26. 1S SECURITY CONSCIOUS
ASSISTANCE STRONG SUPPORT )

17. COMES UP WITH SOLUTIONS
Y0 PROBLENS

7. CAN GET ALONG W1 TH PEOPLE 27. IS VERSATILE

28. HIS CRITICISM 1S CON-
STRUCTIVE

8. MAS MEMORY FON FACTS 18, 1S OBSERVANTY

29, FACILYTAYES SMOOTH OPERA.
TIOK OF HIS OFFLtCE

9. GETS THINGS DOWNE 419, THINKS CLEARLY

20. COMPLETES ASSIGNMENTS
WITHIN ALLOWABLE TIWE
LiMiys

J0. DOES NOT REQUIRE STRONG
AND CONTINUOUSY SUPERVI -
SION

!O‘ CAN COPE Wi TH EMERGENCIES

AC2UNE DRV o U S~ IR, S LG N B ol BN S N SN W BN 2 1
(-

5
5
I
5
Knows wnew 1o stex § [t sots nis soo wiweus
5
5
5
5

;8 Ul s & V| |

SECRET
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(When Filled In)

FITNESS REPORT (Part II) POTENTIAL

INSTRUCTIOKS

FOR THE AMNMINISTRATIVE OFFICER: Consult current instructions for completing this report.

FOR THE SUPERVISOR: This report is n privileged communication to your supecrvisor, and to appropriate carcer menage-
ment and personnel officials concerning the potential of the employee being rated. It is NOT to be shown to the
rated employce. It is recommended that you read the entire report before completing any question. This report is
to be completed only after the employee hns beecn under your supervision FOR AT LEAST 90 DAYS. If less than 90 days,
hold and complete after the 90 days has clapscd. If this is the INITIAL REPORT on the employee, however, it MUST be

W

completed and forwarded to the OP no later than 30 days after the due date indicated in item 8 of Section &' below,

SECTION E. N o . e _GENERAL _
1. NAME (Last) '(First) (Middle) 2. DATE OF BIRTH 3. SEX 4. SERVICE DESIGNATION
HANSON Helen Lk 16 July 1913 F
S. OFFICE/DIVISION/BRANCH OF ASSIGNMENT 6. OFFICIAL POSITION TITLE
OCR//O /Admig_i_s.trative Staff Administrative B8fficer
7. GRADE 8. DATE REPORT DUE IN OP $. PERIOD COVERED BY TH!S REPORY (Inclusive dates)
GS-14 11 October 1957 6 October 1956 - 6 October 1957
10. TYPE OF REPORT INETEAL REASSIGNMENT-SUPERVISOR SPECIAL (Specify)
(Check one) ANNUAL REASSIGNMENT-EMPLOYEE
SECTION F. CERTIFICATION o
1. FOR_THE RATER: | CERTIFY THAT TH{S REPORT REPRESENTS MY BEST JUDGEMENT OF THE INDIVIDUAL BEING RATEOD
A. YHIS-DATE - - ) C. SUPERVISOR'S OFFICIAL TITLE
10 Oct. 1957 DAD/CR .
2. FOR THE REVIEWING OFFTCTALT T WAVE REVIEWED THTS REFORT AND NOTED ANY DIFFERENCE OF OPINION IN ATTACHED MEMO.
A. THIS OATE B. TYPED OR FFICIAL TITLE OF REVIEWING OFF ICI AL
10 Oct. 1957 » o OFFICiAL \D/CR

SECTION G. i ESTIMATE OF POTENTIAL
V. POTENTIAL TO ASSUME GREATER RESPONSIBILITIES )

DIRECTIONS: Considering others of his grade and type of assignment, rate the employee's potential to assume greater

responsibilities. Think in terms of the kind of responsibility encountered at the various levels in his kind of

work.

© ALREADY ABOVE THE LEVEL AT WHICH-SATISFACTORY PERFORMANCE CAN BE EXPECTED o

+ HAS REACHED THE HIGHEST LEVEL AT WHICH SATISFACTORY PERFORMANCE CAN-BE EXPECTED
MAKING PROGRESS, BUT NEEDS MORE TIME BEFORE HE CAN BE TRAINED TO ASSUME GREATER
READY FOR TRAINING IN ASSUMING GREATER RESPON§IBILITIES L

6

N e wn —

- WILL PROBABLY ADJUST QUICKLY TO MORE RESPONSIBLE DUTIES WITHOUT FURTHER r}(jc i
[N - 4 <
RATING ALREADY ASSUMING MORE RESPONSIBILITIES THAN E PECﬂt@gf;;HtﬁjPRESENJ.LEV ”“-";Lf o ?
NUMBER * AN EXCEPTIONAL PERSON WHO (S ONE OF THE FEW WHO SHOULD BE CONSIDERED F MPTION OF HIGHER

LEVEL RESPONSIBILITIES . ~ /b/;-)__

. '
Beovicwar |

2. SUPERVISORY POTENTI AL

DIRECTIONS: Answer this question: Has this person the sbility to be a supervisor? [ ] Yes [ Ne 1f your
answer is YES, indicate below your opinion or guess of the level of supervisory ability this person will resch AFTER
SUITABLE TRAINING. Indicate your opinion by placing the number of ‘the descriptive rating below which comes closest
to expressing your opinion in the appropriste column. If your rating is based on observing him supervise, note your
rating in the "actual" column. If based on opinion of his potential, note the rating in the "potentisl” column.

DESCRIPTIVE 0 - HAVE NO OPINION ON HIS SUPERVISORY POTENTIAL IN THIS SITUATION
RATING ! - BELIEVE INDIVIDUAL WOULD BE A WEAK SUPERVISOR IN THIS KIND OF SiTUATION *
NUMBER 2 - BELIEVE INDIVIDUAL WOULD BE AN AVERAGE SUPERVISOR IN THIS KIND OF SITUATION
3 - BELIEVE INDIVIDUAL WOULD BE.A STRONG SUPERVISOR IN THIS SITUATION
O
ACTUAL POTENTIAL DESCRIPTIVE SITUATION
A GROUP DOING THE BASIC 408 (truck drivers, stenographers, techmicians or professional spe-
3 . cialists of various kinds) wHERE CONTACT'WITH (MMEDIATE SUBOARDINATES 15 FREQUENT (First line
supervisor) B
3 A GROUP OF SUPERVISORS WHO DIRECT THE BASIC JoB (Second line supervisors)
2 A GROUP. WHO MAY OR MAY NOT BE SUPCRVISORS, WHICH 1S RESPONSIBLE FOR MAJOR PLANS, ORGANIZATION
ANOD POLtCY (Executive level)
0 WHEN CONTACT wWiTH IMMEDIATE SUBORDINATES 15 NOT FREQUENT
L
3. WHEN IMMEDIATE SUBORDINATES® ACTIVITYES ARE DIVERSE AND NEED CARECFUL COORDINATION
3 WHEN (MWMEDIATE SUBORDINATES INCLUDE MEMBERS OF THE OPPOSITE SEX
ovTHER (Specify) o
. REPLACES PREVIOUS EDITIONSY . . . ’
RM . . L. . .
F,ONOVN%S 45 (Part ”)UF FORMS 45 AND 45A WH)CH SEZﬁ,ET . Potential (4)

ARE 0BSOLETE




ET

(When Filled In)

2. RATINGS ON PERFORMANCE OF SPECIFIC DUTIES [/ TP
L4
DIRECTIONS: ' ' “Cay '
a, State in the spaces below up to six'of the more xmportant SPECIFIC dut élsnavﬂ'rmed durxng ‘this rating period.
Place the most important first. Do not include minor or unimportant duties
b. Rate performance on each specific duty considering ONLY fe tiveness in performance of this specific duty.’
c. For supervisors, ability to supervise will always be ra a cific duty (do not rate as supervisors those
who - supervlse a secretary only). 3
d. Compare in your mind, when possible, the individual being ra ed3& fﬁy s performing the same duty at a
similar level of responsibility.
e. Two individuals with the same job title may be perfcrmu}g different dutxes. If so, rate them on different
duties. :
f. Be specific. FExamples of the kind of duties that might be ratédﬁu}g
ORAL BRIEFING HAS AND USES AREA KNOWLEDGE CONDUCTS INTERROGATIONS
GIVING LECTURES " DEVELOPS NEW PROGRAMS PREPARES SUMMARIES
CONDUCTING SEMINARS ANALYZES INDUSTRIAL REPORTS TRANSLATES GERMAN
WRITING TECHNICAL REPORTS MANAGES FILES DEBRIEFING SOURCES
CONDUCTING EXTERNAL LIAISON OPERATES RADIO KEEPS BOOKS
TYPING . COORDINATES WITH OTHER OFFICES DRIVES TRUCK
TAKING DICTATION WRITES REGULATIONS . MAINTAINS AIR CONDITIONING
SUPERVISING PREPARES CORRESPONDENCE EVALUATES SIGNIFICANCE_OF DATA
g. For some jobs, duties may be broken down even further if supervisor considers it advisable, e.g.,. combined key
and phone operation, in the case of a radxo operator.
1 < INCOMPETENT IN THE PERFORMANCE OF THIS DUTY 6 - PERFORMS THIS DUTY IN AN OUTSTANDING MANNER
2 - BARELY ADEQUATE IN THE PERFORMANCE OF THIS FOUND IN VERY FEW INDIVIDUALS HOLDING SIMI-
DESCRIPTIVE DuUTY LAR JOBS
RATING 3 - PERFORMS THIS DUTY ACCEPTABLY 7 « EXCELS ANYONE | KNOW IN THE PERFORMANCE OF
NUMBER 4 . PERFORMS THIS DUTY IN A COMPETENT MANNER THIS DUTY
5 - PERFORMS THIS DUTY IN SUCH A FINE MANNER
THAT HE 1S A DISTINCT ASSET ON KIS JOB
SPECIFIC DUTY NO., | RATING]SPECIFIC DuUTY KO, 4 RATING
vuMeer| Conducts Llaison w/other Admin, NUMBER
Directs Administrative Staff 7 Unit
nits i
SPECIFIC DUTY NO. 2 ) RATING|SPECIFIC DUTY NO. & RATING
R NUMBER
Yements Personnel Policy | NUMBE Recommends’Administratlve
Tmp : y 6 | Policies 6
SPECIFIC DUTY NO. '3 RATING|SPECIFIC DUTY NO. 6 : . RATING
R . NuUMBERY} NUMBER
Prepares OCR Budget 6
3. NARRATIVE DESCRIPTION OF MANNER OF JOB PERFORMANCE

DIRECTIONS: Stress strengths and wesknesses, particularly those which affect development on present job.

-and her manner is-always friendly and cooperative,.

Miss Hanson has proved her ability to guide and dlrect OCR administrative opera-
tions. She is an outstanding person - her work is always thorough and effective,

SECTION D. SUITABILITY FOR CURRENT JOB IN ORGANI ZATION -
DIRECTIONS: Take into account here everything you know about the individual....produétivity. conduct in the job,
pertinent personal characteristics or habits, special defects or talents....and how he fits in wi}h your team. Com-

pare him with others doing similer work of about the same level.

1 - DEFINtTELY UNSUITABLE’ HE SHOULD BE SEPARATED

- OF DOUBTFUL SUITABILITy...WOULD NOT HAVE ACCEPTED MIM [F | HAD KNOWN WHAT | KNOW NOW
- A BARELY ACCEPTABLE EMPLOYEE...BELOW AVERAGE BUT WITH NO WEAKNESSES SUFFI(CIENTLY OUTSTANDING TO WAR-
1 RANT HIS SEPARATION

w

4 - OF THE SAME SUITABILITY AS MOST PEOPLE | KNOW (N THE ORGANIZATION
RATING 3 - A FINE EMPLOYEE - HAS SOME OUTSTANDING STRENGTHS
NUMBER © - AN UNUSUALLY STRONG PERSON IN TERMS OF THE REQUIREMENTS OF THE ORGANIZATION
7 - EXCELLED BY ONLY A FEW IN SUITABILITY FOR WORK IN THE ORGANIZATION
IS THIS IND!VIDUAL BETTER SUITED FOR WORK IN SOME OTHER POSITION IN TME ORGANIZATION? [::] s [X] wo. 1F YES,

PFeExPLAIN FuLLy:

sgcmf"r



hgaer{ﬁ
(When Filled In)

3. INDICATE THE APPROXIMATE NUMBER OF MONTHS THE RATED EMPLOYEE HAS BEEN UNDER YOdkF;Q?%?VLSION
48 . | ST
4. COMMENTS CONCERNING POTENTIAL _ - o ‘ AR
Miss Hanson would undoubtedly turn in an outstanding perforﬁéﬁcé inqﬁf?i& any
administrative type of work which was suitable for & woman., ??jg
Vi
< /?{/,JN
SECTION H. FUTURE PLANS

1. TRAINING OR OTHER DEVELOPMENTAL EXPERIENCE PLANNED FOR THE

None

INDIVIDUAL

2. NOTE OTHER FACTORS,

INCLUDING PERSONAL CIRCUMSTANCES,

TO BE TAKEN INTO ACCOUNT IN

INDIVIDUAL"S FUTURE ASS|IGNMENTS

None
SECTION 1. - DESCRIPTION OF INDIVIDUAL
DIRECTIONS: This section is provided as an aid to describing the individual as you see him on the job. Interpret
the words literally. On the page below are a series of statements that apply in some degree to most people. To
the left of each statement is a box under the heading "category." Read each statement and insert in the box the

category number which best tells how much the statement applies to the person covered by

this report,

X - HAVE NOT OBSERVED THIS:

HENCE CAN GIVE NO OPINION AS TO HOW THE

DESCRIPTION

APPLIES TO THE

INDIVIDUAL .
1 - APPLIES TO THE INDIVIDUAL TO THE LEAST POSSIBLE DEGREE
CATEGORY NUMBER 2 - APPLIES TO INDIVIDUAL TO A LIMITED DEGREE
- . 3 - APPLIES TO INDIVIDUAL TO AN AVERAGE DEGREE
. 4 - APPLJES TO INDIVIDUAL TO AN ABOVE AVERWQ% DEGREE -* -
S - APPLIES TO INDIVIDUAL TO AN OUTSTANDING DEGREE .
CATEGORY *STATEMENT CATEGORY STATEMENT CATEGORY STATEMENT -
f. ABLE TO SEE ANOTHER'S 1. HAS HIGH STANDARDS OF 21. 1S EFFECTIVE IN DISCUS-
5 POINT OF VIEW 5 ACCOMPLISHMENT 5 SIONS WITH ASSOCIATES
2. CAN MAKE DECISIONS ON HIS 12, Snows ORYGINALITY 22. IMPLEMENTS DECISIONS RE-
5 OWN WHEN NEED ARISES 5 : 5 GARDLESS OF OWN FEELINGS
3. KAS INITIATIVE ' 13, ACCEPTS RESPONSIBIL- 23. 15 THOUGHTFUL OF OTHERS
5 5 TIES 5 X
4. 1S ANALYTIC IN-HIS THINK- L o .
: f4. ADMITS HIS ERRORS 24. WORKS WELL UNDER PRESSURE
4 ING 5 5
5. STRIVES CONSTANTLY FOR 18, RESPONDS WELL 7O SUPER- 2 BlSPLAYS DGEMENT
. ¥ N
5 NEW KNOWLEDGE AND IDEAS 5 VISION 5 5 i
6. KNOWS WHEN TO szzx. 16.
5 5 26. 1S SECURITY CONSCIOUS
ASSISTANCE - 5
X 17. COMES UP WiTH SOLUTIONS i
7. CAN GET ALONG WITH PEOPLE 27. 1S VERSATILE
5 5 TO PROBLEMS 4
. 28. HIS CRITICISH 1S CON-
5 B. HAS5 MEMORY FOR FACTS 5 1B. 1S OBSERVANT 5 STRUCTIVE
29. FACILITATES SMOOTH OPERA-
5 9. GETS THINGS DONE 19. THINKS CLEARLY 5 TION OF Wis oFfrcE
20. COMPLETES ASS)IGNMENTS 30. DOES NOT REQUIRE STRONG
5 10. CAN COPE Wi TH EMERGENCIES WITHIN ALLOWABLE TIME AND CONTINUOUS SUPLAVI-
LIMETS S51ON

SECRET



SECRET

(When Filled In)

F'ITNESS REPORT (Part II) POTENTIAL

INSTRUCTIONS

FOR THE SUPERVISOR: This report is n privileged communication to your supervisor, and to appropriate carecer manage-

FOR THE ADMINISTRATIVE OFFICER: Consult current instructions for completing this report,

ment and personnel officials concerning - the potential of the employee being rated. It is NOT to be shown to the
rated employce. It is recommended that you read the entire report before completing any question. This report is
to be completed only nfter the cmployee has been under your supervision FOR AT LEAST 90 DAYS. If less than 90 days,
hold and complete after the 90 days has clapsed.  If this is the INITIAL REPORT on the employee, however, it MUST be
completed and forwarded to the OF no later than 30 days after the due date indicated in item 8 of Section “&' below.

SECTION E. ’ GENERAL
1. NAME (Last) (First) (Middle) 2. DATE OF 8IRTH 3. SEX 4. SFRUICE_DESIGNATION
HANSON Helen E, 16 July 1913 F

5. OFF{CE/DIVISION/BRANCH OF ASSIGNMENT 6. OFFICIAL POSITION TITLE

OCR/OAD/Administrative Staff Administrative Officer
7. GRADE 8- OATE REPORT DUE IN-OP . 9. PERIOD COVERED BY -THIS REPORT {(Inclusive dates)
GS-14 11 October 1956 7 October 1955 - 6 October 1956
10. TYPE OF REPORT PN T AL REASSIGNMENT-SUPERVISOR SPECIAL (Specify)

(Chc‘fk one) X | avwuan REASS | GNMENT- EMPLOYEE

SECTION F. ) ' . CERTIFICATION .
V. FOR THE RATER: | CERTIFY THAT THIS REPORT REPRESENTS MY BEST JUDGEMENTY OF THE IND!VIDUAL BEING RATED
A. THIS DATE - | R|C. SUPERVISOR'S OFFICIAL TITLE
2 October 1956 -/ DAD/CR.
2. "FOR THE REVIEWING OFF | IFFERENCE OF OPINION IN ATTACHED MEMO.
A. THIS DATE ’ 8 C. OFFICIAL TITLE OF REVIEWING OFFIC AL
2 October 1956 " AD/CR
SECTION G. : ESTIMATE OF POTENTIAL

'. POTENTIAL TO ASSUME GREATER RESPONSIBILITIES

DIRECTIONS: Considering others of his grade and type of assignment, rate the employee's potential to assume greater
responsibilities. Think in terms of the kind of responsibility encountered at the various levels in his kind of
work. .

ALREADY ABOVE THE LEVEL AT WHICH SATISFACTORY PERFORMANCE CAN BE EXPECTED

1
2 HAS REACHED THE HIGHEST LEVEL AT WHICH SATISFACTORY PERFORMANCE CAN BE EXPECTED
3 MAKING PROGRESS, BUT NEEDS MORE TIME BEFORE HE CAN BE TRAINED TO ASSUME GREATER RESPONSIBILITIES
6 4 READY FOR TRAINING IN ASSUMING GREATER RESPONSIBILITIES
S « WILL PROBABLY ADJUST QUICKLY TO MORE RESPONS!BLE DUTIES WITHOUT FURTHER TRAINING
RATING 6 - ALREADY ASSUMING MORE RESPONSIBILITIES THAN EXPECTED AT HIS PRESENT LEVEL
NUMBER 7 - AN EXCEPTIONAL PERSON WHO IS ONE OF THE FEW WHO SHOULD BE CONSIDERED FOR EARLY ASSUMPTION OF HIGHER

LEVEL RESPONSIBILITIES

2. SUPERVISORY POTENT!AL

DIRECTIONS: Answer this question: ias this person the ability to be a supervisor? {T] Yes ] No If your
answer isYES, indicate below your opinion or guess of the level of supervisory ability this person will reach AFTER
SUITABLE TRAINING. Indicate your opinion by placing the number of the descriptive rating below which comes closest
to expressing your opinion in the appropriate column. If your rating is based on observing him supervise, note your
reting in the "actusl® column. If based on opinion of his potential, note the rating in the "potential” column.

DESCRIPTIVE O « HAVE NO OPINION ON HiS SUPERVISORY POTENTIAL IN THIS SITUATION
RATING ! - BELIEVE INDIVIDUAL WOULD BE A WEAK SUPERVISOR IN THIS KIND OF SITUATION
NUMBER 2 - BELIEVE INDIVIDUAL WOULD 8E AN AVERAGE SUPERVISOR IN THIS KIND OF SITUATION
3 - BELIEVE (NDIVIDUAL WOULD BE A STRONG SUPERVISOR IN THIS SITUATION
ACTUAL POTENT AL DESCRIPTIVE SITUATION
A GROUP DOING THE BASIC JOB (truckﬁgnggrs, stenographers, technicians or professional spe-
3 cialists of various kinds) WHERE c;"nnc"i“ﬁv,u;.mumurc SUBORDINATES |S FREQUENT (First line
) supervisor) . : TR

3 A GROUF OF SUPERVISORS WHO DIRECT FHE BASIC J0B (Second line s v .
2ol
- < D4
A G’RO'UP. 'H_O MAY OR MAY NOT BE SUPERVISORS, ”Hl?ﬁ“ w&10?‘5|5 L4 m ORGANIZATION
2 ANQ POLICY (Executive level) R go

IBSB

3 . WHEN IMMEDIATE SUBORDINATES INCLUDE MEMBERS OF THE OPPOSITE SEX

OTHER (Specify)

t

] 'REPLACES PREVIOUS EDITIONS . ) .
Fomngg 45 (Part ’I)OF FORMS 45 AND 45A wmcus)eﬁ’r Potential (&)

ARE- OBSOLETE. ;



(Wihen Filled In)

2. RATINGS ON PERFORMANCE OF SPECIFIC DUTIES

45 P
DIRECTIONS: _ . TTPICE o
a. State in the spaces below up to six of the more important SPECIFIC duties performed dgfi,pq this rating period,
Place the most important first. Do not include minor or unimportant duties. 2y )

b. Rate performance on each specific duty considering ONLY effectiveness i performance of this s”;;;enxhc duty.
c¢. For supervisors, ability to supervise will always be rated as a specifiperty © not rate as supervisors those
who supervise a secretary only). . .

d. Compare in your mind, when possible, the individual being rated with others 4:‘&73# the s'a.ine duty at a

similar level of responsibility, ;56‘
e. Two individuels with the same job title may be performing different duties. If so, rat hem on different
duties. ) Ay
f. Be specific. Examples of the kind of duties that might be rated are: ' /l R ’ -
ORAL BRIEFING HAS AND USES AREA KNOWLEDGE CON%TS'INTERROGATIONS
GIVING LECTURES DEVELOPS NEW PROGRAMS PREPARES SUMMARIES
CONDUCTING SEMINARS ANALYZES INDUSTRIAL REPORTS TRANSLATES GERMAN
WRITING TECHNICAL REPORTS MANAGES FILES DEBRIEFING SOURCES
CONDUCTING EXTERNAL LIAISO, OPERATES RADIO KEEPS BOOKS
TYPING : COORDINATES WITH OTHER OFFICES - DRIVES TRUCK
TAKING DICTATION WRITES REGULATIONS MAINTAINS AIR CONDITIONING
SUPERVISING PREPARES CORRESPONDENCE EVALUATES SIGNIFICANCE OF DATA

g. For some jobs, duties may be broken down even further if supervisor considers it advisable, e.g., combined key
and phone operation, in the case of a radio operator. .

i - INCOMPETENT IN THE PERFORMANCE OF THIS buTyY 6 - PERFORMS THIS DUTY IN AN OUTSTANDING MANNER
2 -+ BARELY ADEQUATE IN THE PERFORMANCE OF THIS FOUND IN VERY FEW INDIVIDUALS HOLDING SiM]|-
DESCRIPTIVE N buUTY LAR J0OBS
RATING 3 - PERFORMS THIS DUTY ACCEPTABLY 7 + EXCELS ANYONE | KNOW IN THE PERFORMANCE OF
NUMBER 4 - PERFORMS THIS DUTY IN A COMPETENT MANNER THIS DUTY |

. 5 - PERFORMS THIS DUTY IN SUCH A FINE MANNER
THAT HE 1S A DISTINCY ASSET ON HIS JOB

SPECIFIC DUTY NO. ! . RATING|SPECIFIC DutTYy wo. 4 - RATING

NUMBER . ' NUMBER
Directs Administrative Staff 7 T;;‘:“;ﬁt?ai“n with other A ’
SPECIFIC DUTY NO, 2 . RATING|SPECIFIC DUTY NO. § . . RATING
NUMBER NUMBER |
Implements Personnel Policy é Recommends Administrative Changes 6
SPECIFIC DUTY NO. 3 - J RATINGSPECIFIC DUTY KO. 6 - RATING
' L NUMBER | - NUMBER
Prepares Office Budget : 6

3. NARRATIVE DESCRIPTION OF MANNER OF JOB PERFORMANCE

DIRECTIONS: Stress strengths and weaknesses, particularly those which affect development on present job.

Mise Hanson's outstanding performance as an Administrative Officer has been commented
-on by all who have had contact with her work, has received highest commendation from

the Inspector General, and has been recognized by an award presented by the Director.
Her work is excellent' in every aspect. - = o IR

SECTION 0. SUITABILITY FOR CURRENT JOB IN ORGAN | ZAT!ON

DIRECTIONS: Take into account here everything you know about the individual....productivity, conduct in the job,
pertinent personal characteristics or habits, special defects or talents...,snd how he fits in with your team. Com-
pere him with . others doing similar work of about the same level,

: I - DEFINITELY UNSUITABLE - HE SHOULD BE SEPARATED '

2 - OF DOUBTFUL SUITABILITY., .WOULD NOT HAVE ACCEPTED HIM IF | HAD KNOWN WHAT | KNOW NOW

3

© A BARELY ACCEPYABLE EMPLOYEE...BELOW AVERAGE BUT WITH NO WEAKNESSES SUFFICIENTLY OUTSTANDING TO WAR-
6 RANT HIS SEPARATION

i EXPLAIN FULLY:

4 - OF THE SAME SUITABILITY AS MOST PEOPLE | KNOW IN THE ORGAN!ZATION
RATING 5 ° A FINE EMPLOYEE - HAS SOME OUTSTANDING STRENGTHS
NumBER 5 © AN UNUSUALLY STRONG PERSON (N TERMS OF THE REQUIREMENTS OF THE ORGAN!ZAT|ON
7 - EXCELLED BY ONLY A FEW IN SUITABILITY FOR WORK IN THE ORGANIZATION
'S THIS INDIVIDUAL BETTER SUITED FOR WORK IN SOME OTHER POSITION IN THE ORGANIZATION? 7 ves NO. IF YES,

SECRET
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(When Filled In)

FITNESS REPORT (Part) PERFORMANCE

INSTRUCTIONS

FOR THE ADMINISTRATIVE OFFICER: Consult current instructions for completing this report.

FOR THE SUPERVISOR: This report is designed to help you express your evaluation of your subordinate and to transmit
this evaluation to your supervisor end senior officiels. Organization policy requires that you inform the subordi-
‘nate where he stands with you. Completion of the report can help you prepare for a8 discussion with him of his
strengths and weaknesses. It is also organization policy that you show Part ITof this report to the employee except
under conditions specified in Regulation 20-370. It is recommended that you resd the entire form before completing
any question. If this is the initial report on the employee, it must be completed and forwarded to the Office of
lersonnel no later than 30 days after the date indiceted in item 8, of Section "A" below.

SECTION A. GENERAL - :
ERET (Last) (First) (Middle) 2, DATE OF BIRTH 3. SEX 4. SERVICE DESIGNATION
HANSON Helen “E. 16 July 1913 F
5. OFFICE/DIVISION/BRANCH OF ASSIGNMENT ) e, OFFICIAL POSITION TITLE
_OCR/0AD/Administrative Staff Administrative Officer
7. GRADE 8. DATE REPORT DUE IN OP 9. PERIOD COVERED BY THIS REPORT (Inclusive dates)
GS~14 | 11 October 1956 7 October 1955 ~ 6 October 1956
10, TYPE OF REPORT INTTHAL . REASSIGNMENT- SUPERVISOR SPECIAL (Specify)
(ChECk one) x ANNUAL REASSIGNMENT-EMPLOYEE
SECTION B. CERTIF{CATION
'. FOR THE RATER: THIS REPORT (€] WAS [ ] HMAS NOT BEEN SHOWN TO THE INDIVIOUAL RATED. 1F NOT SHOWN, EXPLAIN WHY

NOT:

A. CHECK (X) APPROPRIATE STATEMENTS: 9

THIS REPORT REFLECTS MY OWN OPINIONS OF THKIS INDI« JF ENDIVIDUAL 1S RATED "1 "IN CJ OR D. A WARNING LET-

VIDUAL., . . TER WAS SENT T0 KIM @A COPY ATTACHED TO THIS REPORT.

THIS REPORT ‘REFLECTS THE COMBINED OPINIONS OF MYSELF | CANNOT CERTIFY THAT THE RATED INDIVIDUAL XNOWS HOW
X [AND PREVIOUS SUPERVISOAS. | EVALUATE WIS joB PERFORMANCE BECAUSE (Specify):

t HAVE DI!SCUSSED wiTH THI S EMPLOYEE HI1S STRENGTHS
X |AND WEAKNESSES SO THAT HE KNOWS WHERE HE STANDS.
N

B. THIS DATE R ERVISOR|D., SUPERVISOR'S OFFICIAL TITLE
2 October 1956 , DAD/CR
2. FOR THE REVIEWING OFF OPINION WITH THE SUPERVISOR, OR ANY OTHER IN-

FORMATION, WHICH WILL LEAD TO A BETTER UNDERSTANDING OF THIS REPORT.

| i —

‘ ) 4 _ DATE
Potted Pé% Conred__| ‘J}/C;C‘ r
Revawad by p (g

1 /’] [C] continueo on arracwen sweer

I certify that any substa reflected in the above section.

A. THIS DATE B C. OFFICIAL TITLE OF REVIEWING OFFICIAL
2 October 1956 H  AD/CR

SECTION C. : JOB PERFORMANCE EVALUATION

1. RATING ON GENERAL PERFORMANCE OF DUTIES

DIRECTIONS: Consider ONLY the productivity and effectiveness with which the individual being rated has performed
his duties during the rating period. Compare him ONLY with others doing similar work at a similar level of respon-
sibility. Factors other than productivity will be taken into account later in Section D.

! - DOES NOT PERFORM DUTIES ADEQUATELY: HE IS INCOMPETENT.
2 . BARELY ADEQUATE IN PERFORMANCE: ALTHOUGH HE HAS HAD SPECIFIC GUIDANCE. OR TRAINING, HE OFTEN FAILS TO
6 CARRY OUT RESPONSIBILITIES, .

» PERFORMS MOST OF HIS DUTIES ACCEPTABLY: OCCASIONALLY REVEALS SOME AREA OF WEAKNESS:.

ARE OBSOLETE. .

3

TNSERT 4 - PERFORMS DUTIES IN ‘A COMPETENT, EFFECTIVE MANNER.

“RATING 5 « A FINE PERFORMANCE: CARRIES OUT MANY OF HIS RESPONSIBILITIES EXCEPTIONALLY WELL.

NUMBER 6 - PERFORMS HIS DUTIES IN SUCH AN OUTSTANDING MANNER THAT HE |S EQUALLED BY FEW OTHER PERSONS KNOWN TO

THE SUPERVISOR, . -
COMMENTS::
REPLACES PREVIOUS EDITIONS -

FORM NO.
| Nov 55 3D (Part 1) of rorms a5 anD asx wHic SE@T@T - Performance (a)



(When

illed In)

C. INDICATE tF YOU THINK THAT ANY SINGLE STRENGTH OR WEAKNESS OUTWE IGHS

Ability to get along well with people.

ALL OTHER CONSIOERAT|ONS:

OFFHMEOE’PERSGNHEL

=4

DO YOU FEEL THAT HE REQUIRES CLOSE SUPERVISION? [ X w0 [ ]ves.

TS 4 1 py e

person has performed the duties of his job and rate
him accordingly.

1S THIS

INDIVIDUAL BETTER QUALIFIED FOR WORK
OTHER AREA?

DOES NOT PERFORM DUTIES ADEQUATELY: HE IS
INCOMPETENT,

BARELY ADEQUATE IN PERFORMANCE: ALTHOUGH HE
HAS HAD SPECIFIC GUIDANCE OR TRAINING, HE
OFTEN FAILS TO CARRY OUT RESPONSIBILITIES
COMPETENTLY. ' :
PERFORMS MOST UF HIS DUTIES ACCEPTABLY:
SIONALLY REVEALS SOME AREA OF WEAKNESS,
PERFORMS DUTIES IN A TYPICALLY COMPETENT,
EFFECTIVE MANNER.

A FINE PERFORMANCE:I CARRIES OUT MANY OF HIS
RESPONSIBILITIES EXCEPTIONALLY WELL.
PERFORMS HIS DUTIES IN SUCH AN OUTSTANDING
MANNER THAT HE IS EQUALLED BY FEW OTHER PER-
SONS KNOWN TO THE RATER.

OCCA-

IN SOME

[CXOwe [Jves. 1F YES, WHAT?

~

w

w

BO0000D00

L~

MALL n -

€. WHAT TRAINING DO YOU RECOMMEND FOR THIS INDIVIDUAL? MARRRALVAS }-

None now.
F. OYHER COMMENTS (Indicate here general treits, specific habits or characteristics noé covered elsewhere in the

report but which have & bearing on effective utilization of this person):

SECTION Vi
Read all descriptions before rating. Place " X* in the most appropriate box under subsections A,B,C,aD

A. DIRECTIONS: Coniider only the skill with which the

C. DIRECTIONS: Based upon what he has said, his actions,
and any other indications,
person’s attitude toward the agency.

give your opinion of this

HAS AN ANTAGONISTIC ATTITUDE TOWARD THE AGENCY
««WILL DEFINITELY LEAVE THE AGENCY AT THE FIRST
OPPORTUNITY.
HAS STRONG NEGATIVE ATTITUDE TOWARD AGENCY...
IRKED BY RESTRICTIONS...REGARZS> AGENCY AS A
TEMPORARY STOP UNTIL HE CAN GET SOMETHING
BETTER.
TENDS TO HAVE AN UNFAVORABLE ATTITUDE TOWARD
THE AGENCY..BOTHERED BY MINOR FRUSTRATIONS.,
WILL QUIT IF THESE CONTINUE,
H1S ATTITUDE TOWARD THE AGENCY IS INDIFFERENT
HAS ** WAIT AND SEE** ATTITUDE..WOULD LEAVE [F
SOMEONE OFFERSD HIM SOMETHING BETTER,
TENDS TO HAVE FAVORABLE ATTITUDE TOWARD AGENCY
+.MAKES ALLOWANCES FOR RESTRICTIONS IMPOSED BY
WORKING FOR AGENCY..THINKS N TERMS OF A CA-
REER IN THE AGENCY.
DEFINITELY HAS FAVORABLE ATTITUDE TOWARD THE
AGENCY..BARRING AN UNEXPECTED OUTSIDE OPPOR-.
TUNITY, WILL PROBABLY ENDEAVOR TO MAKE A
CAREER IN THE AGENCY.
HAS AN ENTHUSIASTIC ATTITUDE TOWARD THE AGENCY
. WILL PROBABLY NEVER CONSIDER WORKING ANY
PLACE BUT IN THE AGENCY.

B. DIRECTIONS: Considering others of this person’s grade

and type of assignment,

how would you rate him on

potentiality for assumption of greater responsibili-
ties normally indicated by promotion.

el 0 00

1.

HAS REACHED THE HIGHEST GRADE LEVEL AT WHICH
SATISFACTORY PERFORMANCE CAN BE EXPECTED,

I'S MAKING PROGRESS, BUT NEEDS MORE TIME IN
PRESENT GRADE BEFORE PROMOTION TO A HIGHER
GRADE CAN BE RECOMMENDED.

I'S READY TO TAKE ON RESPONSIBILITIES OF THE
NEXT HIGHER GRADE, BUT MAY NEED TRAINING IN
SOME AREAS,

WILL PROBABLY ADJUST QUICKLY TO THE MORE
RESPONSIBLE CUTIES OF THE NEXT HIGHER GRADE.
IS ALREADY PERFORMING AT THE LEVEL OF THE NEXT
HIGHER GRADE,

AN EXCEPTIONAL PERSON WHO 1S ONE OF THE FEW
WHO SHOULD BE CONSIDERED FOR RAPID ADVANCE-
MENT,

e

2.

3.

L]

JU U D00

=7

DIRECTIONS: Consider everything you know about
person im making your rating..skill in job duties,
conduct on p
habits, end special defects or talents,

this

the job, personal characteristics or

DEFINITELY UNSUITABLE - HE SHOULD BE SEPARATED.

OF DOUBTFUL SUITABILITY..WOULD NOT HAVE AC-
CEPTED HIM IF | HAD KNOWN WHAT | KNOW NOW.

A BARFLY ACCEPTABLE EMPLOYEE..DEFINITELY BELOW
AVERAGE BUT WITH NO WEAKNESSES SUFFICIENTLY
OUTSTANDING TO WARRANT W!S SEPARATION.

A TYPICAL EMPLOYEE..HE DIJSPLAYS THE SAME SUITA-
BILITY AS MOST OF THE PEOPLE [ KNOW IN THE
AGENCY .

A FINE EMPLOYEE - HAS SOME OQUTSTANDING
STRENGYHS.

AN UNUSUALLY STRONG PERSON
REQUIREMENTS OF THE AGENCY,
EXCELLED BY ONLY ‘A FEW IN SUITABILITY FOR WORK
IN THE AGENCY.

IN TERMS OF THE

e




Ty 1n)

26. CAN THINK ON HIS FEET. l ‘ ) I ] l [ I X I
27. COMES UP WITH SOLUTIONS To ] I I l l ] l l
PROBLEMS. X
28. STIMULATING TO ASSOCIATES: A l I ] ] l 1 ! [
© SPARK PLUG' . - X
29. TOUGH MINDED. I [ L [ l l l X I
30. OBSERVANT. I ‘ 1 ] l l I X [
3t. CAPABLE. l l l [ I { I I X
32. CLEAR THINKING. l ’ } J l l ‘ X l
,
33. COMPLETES ASSIGNMENTS WITHIN ’ l J l l I \J I x
ALLOWABLE TIME LIMITS.
34. EVALUATES SELF REALISTICALLY. I [ J l l X | l
35. WELL INFORMED ABOUT CURRENT l | l l [ l 4] I
EVENTS. X
36. DELIBERATE. I ’ l ] I l I X I
37. EFFECTIVE IN DISCUSSIONS WITH J ] [ ] ] [ I l
ASSOCIATES. i X
38. IMPLEMENTS DECISIONS REGAROD- l ! I I l l l I"'
LESS OF OWN FEELINGS. ‘ X
39. THOUGHTFUL OF OTHERS: 44{ I - ] o [ I l l I X
. 3
40. WORKS WELL UNDER PRESSURE. X
41 DISPLAYS JUDGEMENT. l l | ‘ l I I x ]
42. GIVES CREDIT WHERE CREDIT 1S ] ‘ l [ I l I ]
DUE. X
43. HAS DRIVE. ] I l l , I I ]x
44. 1S SECURITY CONSCIOUS. ] I I [ } I | ]X
45. VERSATILE. I I | ‘ l l X l I
46. HIS CRITICISM IS CONSTRUCTIVE. ] | I ’ ] 1 X l I
47. ABLE TO INFLUENCE OTHERS. I l | I I ] J X }
48. FACILITATES SMOOTH OPERATION I I I | ’ l l ' l
OF M!S OFFICE. X
49. BOES NOT REQUIRE STRONG AND 1 l I l l ‘ : l l
 CONTINUOUS SUPERVISION. - X
50. A GOOD SUPERVISOR. I I I ] ] l I IX

SECTION ¥

A. WHAT ARE HIS QUTSTANDING STRENGTHS?

Miss Hanson's ability as an Administrative

Officer is. superior.

) She possesses a
rare combination of common sense, fine character, and professional competence.

B. WHAT ARE HIS OUTSTANDING WEAKNESSES?

None

__SEGRET



(When Filled In) arEFICE OF CERSONNEL
SECTION 1V '

This section is provided as an aid in describing the individual. VYour description is not favorable or unfavorable
in itself but acquireg its meaning in relation to a particular job or agsign t. 2The 1N ive words are to be
interpreted literally. DCT r‘8" 4 fiﬂﬂrﬁ %

On the left hand side of the page below are a series of statements that apply in some degree to most people. On
the right hand side of the page are four major categories of descriptions. The scale within each category is di-
vided into three small blocks; this is to allow you to make finerdistinctions if so dqs:rc Look at the state-
ment on the Ieft « then check the category on the right which best tells how muéﬂlthgl}ga1emenr applies to the per-
son you are rating. Placing an " X* in the ‘‘Not Observed' column means you have no opinion on whether & phrase
spplies to an individual. Placing an ‘' X* in the “Does Not Applv'' column means that you have the definite opinion
that the description is not at all suited to the individual.

STATEMENTS NOT CATEGORIES L
0B- - :
SERE:,ED DOES | APPLIES TO A | APPLIES TO A | APPLIES TO AN|APPLIES TO AN
NOT LIMITED REASONABLE | ABOVE AVERAGE | OUTSTAND ING

APPLY DEGREE DEGREE DEGREE DEGREE

A. ABLE TO SEE ANOTHER*S
POINT OF VIEW.

| | ||

SAMPLES
r__

||

it

1. A GOOD REPORTER OF EVENTS.

| ] [ =]

2. CAN MAKE DECISIONS ON HIS OWN
WHEN NEED ARISES.

[ x |

3. CAUTIOUS IN ACTION.

4. HAS INITIATIVE,

S. UNEMOTIONAL.

6. ANALYTIC IN HIS THINKING.

7. CONSTANTLY STRIVING FOR NEW
KNOWLEDGE AND IDEAS.

8. GETS ALONG WITH PEOPLE AT ALL
SOCIAL LEVELS.

9. HAS SENSE OF HUMOR.

10. KNOWS WHEN TO SEEK ASSISTANCE.

1. CALM.

12. CAN GET ALONG WITH PEOPLE.

14. GETS THINGS DONE.

1S. KEEPS ORIENTED TOWARD LONG
TERM GOALS:

|

|

|

|

[

|

|

|

|

|

]

.13. MEMORY FOR ;ACTS.‘ } r

| l
|

|

|

) LR

16. CAN COPE WITH EMERGENCIES.

|
|
|
|
I
|
|
|
I
|
|
|
I
I
|
|
l
§

t7. HAS HIGH STANDARDOS OF
ACCOMPL I SHMENRT.

— — — — ] —A—_— ] I

18. HAS STAMINA: CAN KEEP GOING ]
A LONG TIME. —

19. HAS WIDE RANGE OF INFORMATION. - I

21. ACCEPTS RESPONS!BILITIES.

22. ADMITS HIS ERRORS.

23. RESPONDS WELL TO SUPERVISION. ]

24. EVEN DiISPOSITION.

J
|
|
I
|
I
l
l
|
|
|
L
l
|
l
|
!
|
]
[ ]
L]
]
L
||
[
] ]

]
|
[ ]
|
|
|
l

— — —_

26. ABLE TO DO HIS JOB WITHOUT ) . l
STRONG SUPPORT.

AN SR | U |G S | SN N U A | S S N N S N N O O I O O N I § S




(Whed Filled In)

- FITNESS REPORT

The Fitness Report is an important factor in agency personnel management. It seekas to provide:

1. The agency selection board with information of value when considering the yeytion of
an individual for membership in the career service; and ﬁE

2. A periodic record of job performsnce as an aid to the effective uti A personnel,

INSTRUCTIONS

A i N'\;X’(’ A vz QLA+< ; C’ e \S‘(o . .Posted' Pos. Conlr . ;)7/“1;5—6

TO THE ADMINISTRATIVE OR PERSONNEL OFFICER: Consult current administrative instructions regarding the initiation
and transmittal of this report, !

TO THE SUPERVISOR: Read the entire forn_n before attempting to complete any item. As the supervisor who assigns,
directs and reviews the work of the individual, you haveprimary responsibility for evaluating his strengths, weak-

nesses, and on-the-job effectiveness as revealed by his day-to-day activities. If this individual has been under
your supervision for less than 30 dsys, you will collaborate with his previous supervisors to make sure the repar
is accurate and complete. Primary responsibility rests with the cucrent. s Foor Pt tT BF5umed that, through-

out the period this individual has been under your supervision you have discharged your :;B)frvisory rL‘DA ibili-
ties by frequent discussions of his work, so that in a generallway he knows where hp—standa

|

| . ‘ AR
IT IS OFTIONAL WHETHER OR NOT THIS FITNESS REPORY 1 SR 56 lFIYEplL'E oo _
_SECTION | (To be fitied-Tn by Administrative Officer)
1. NAME (Last) -~ (First) (Middle) 2. DATE OF BIRTH 3. SEX 4. CAREFR_NESIGNATION
HANSON ... Helen E. 16 July 1913 F
5. DATE OF ENT_RANCE.ON DUTY 6. OFFICE ASSIGNED TO _7 DIYISI(?N 8. BR?NCH Admin-
6 Oct 1947 ocr | Office of Assistent Director  Staff
9. NATURE OF ASSIGNMENT 10. IF FIELD, SPECIFY STATION: 11. GRADE
CX] DEPARTMENTAL C: FIELD } . GS-l?
12. DATE THAT THI1S REPORT (S DUE t3. PERIOD COVERED BY THIS REPORT (Inclusive dates)
11 Oct 1955 7 October 1954 - 6 Ottober 1955
SECTION () (To be filled in by Supervisor)
1. CURRENT POSITION t 2. -DATE ASSUMED RESPONSIBILITY FOR POSITION
Administrative Officer 4 March 1949
3. WHAT SPECIFIC ASSIGNMENTS OR TASKS ARE TYFICAL OF THOSE G VEN TO HIM DURING THE PAST THREE TO SIX MONTHS (List

in order of frequency):

As Chief of the Administrative Staff in OCR, she is responsible for:

1. Planning, developing, and directing administrative support activities in OCR

2. Implementing Agency and Office policies and regulations relating to personnel,
budget and finance, space, security, travel, services, supplies, etc.

3. Reporting to the Executive on Office administrative problems, advising him of
needed changes in regulations, recommending Office policies which affect the
utilization of personnel, materials, equipment, etc. in the 7 OCR Divisions,
and alerting him to problems requiring "front office" action.

L. Maintaining OCR liaison with the Offices of Personnel, the Comptroller,
Logistics, and several components of the Security Office.

»

READ THE ENTIRE FORM BEFORE ATTEMPTING TO COMPLETE ANY ITEM

SECTION Iit

I certify that, during the lstter half of the period covered by this report, I have discusaed with the rated indi-
vidual the manner in which he has performed his job and provided suggestions and criticisms wherever needed. 1 be-
lieve that his understanding of my evaluation of his perfoi':"m;a‘nce is consistent with my evaluation of him as evie
denced by this fitness report and I have informed him of his. strengths, weaknesses, and on- the-job effectiveness.
If performance duripf the report period has been unsatisfactory, there is attached a copy of the memorandum noti-
fying him of unsa sfactory performance.

has E has not been .shown to the individual rated.

This report

THIS DATE NAME A ediate supervisor)
\A oeX QS | BP\DEOQK
| HAVE REVIEWED THIS REPORT (Comme } memn.randum)
THES © NAME A ext higher in line of authority)

T Corss

F
1

ORM NO. (yp  REPLACES PREVIOUS EDIT (8)
JAN 55 THIS FORM WHICH MAY BE-USEDS




SECURITY INFORMATION

s OFFICE NI pEAc

12. TN WHAT RESPECT IS THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOT!CEABLILEDADT OR tDUh |3

She is a first-rate executive, providing excellent admasistrative support for

& large office, and doing so with a staff which amount ﬂiﬁé?ES £ f the
: cT

totael T/O being served.
13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELFA‘ ROVEMENT?

qﬁ?t R98H

None

14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

She is capable of handling eny administrstive Job which is appropriztely assignable
to a woman.

19. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possibtle.) :

No

16. WHAT TRAINING OR ROTATION DO YOU RECOMNEND FOR TH1S PERSONT

None et this time.

17. tF PERFORMANCE DURING REPORT PERIOD HAS BEENVUNSATIS#ACTORY. THERE 15 ATTACHED COPY OF MEMORANOUM NOTIFYING TH!S
PERSON OF UNSATISFACTORY PERFORMANCE.

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. AOD!ITIONAL COMMENTS INCLUDING
COMMENT ON I1TEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20,

12 A - s

OATE R  Sa e

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20.)

DATE . SIGNATURE OF REVIEWING OFFICIAL

20..CONMENTS: (1f necessary, may be continued on reverse‘side of cover sheet.)

SE/CBE’f




, | : : s;eR{T

SECURITY INFORMAT)OR  ~—— BY DATE

Posted Pos. Central |

PERSONNEL EVALUATION [REPORT )’A"f
Reviewed by PUD _l, s
Items 1 through 6 will be completed by. Administrative or Personnel Officer
1: NAME . (last) . (First) {Middle) [2. GRADE |[3. POSITION TITLE
: HANSON, ELRY F. GS-13 Administrative Officer
Y. OFFICE » STAFF OR DIV.ISION - | BRANCH Cx ] oePT*L. | IF FIELD, SPECIFY STATION
QCD 0AD Admin. Staff C__J riew

5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT : :
From To } C—nitiat [x ] arnual . [ special
6 oCT 1953 5 OCT 5)_l [ JReassignment ") Reassignment of Supervisor

Items 7 throtugh. 10 will be completed by the persobn evaluated

7o LIST YOUR MAJOR OUTIES 1IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH.

As Chief of the Administrative Staff in 0cop, I am responsible for:

and alerting him to problems requiring “front-office’ action,

logistics, and several cowponents of the Security Office.

OMIT MINOR DUTIES.

3 . . . . r = . s .. 0
L. Planning, developing, and directing administrative support activitiss in OCD
ementi Agency and Office policies and regulations relating to personnel,
2. mplementing Agency P g
budget and finance, space, security, travel, services, supplies, gtc. '
-3. Reporting to the Executive on Office administrative problens, advising him of
needed changes in regulations, recommending Office po}1c1es whlgg iffgc? the
utilization of personnel, materials, equipment, etc. in the 7 OCD Idvisions,

L. Haintaining OCD' Maison with the Dffices of Personnel, the Somptroller,

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Name of Course - Location Length of Course Dat

e Completed

- 9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED? - _ e ; N

{F DIFFERENT FROM YOUR PRESENT J0B, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS!.

P —

10.

'/.2» OF. /55y - 7{&«, 5344.”

DATE SIGNATURE

Itemsa 11 through 18 will be completed by Superviaor

11. BRIEFLY DESCRIBE TH!S PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.

I could not have a better person for this job,

FORM %O,

MY 1505 37-151 SECR’ﬁ '

(Over}




2 April 1964

MEMORANDUM FOR: Mise Helen £. Hanson

THROUGH : Aseistant Director for Central Reference
THROUGH ~*  Deputy Director for Intelligence
SUBJECT :  Approval of Award of Certificate of Merit with

Distinction for Mise Helen E. Hanson

1. It is with great pleasure that the Honor and Merit Awards
Board informs you that the Director has approved the award named
above for the excellent service you have rendered this Agency. Please
note the security considerations-governing the award as explained-in
the attached memorandum from the Office of Security.

2. The award will be presented to you at a ceremony to be con-
ducted in the near future. Members of your family, Agency associates,
and intimate friends who are aware of your Agency affiliation may
attend the ceremony, although space may limit the number of guests to
be invited. ' —

3, The Secretariat, Honor and Merit Awards Board, will
appreciate your furnishing a list of guests whom you would like to have
attend the presentation ceremony, and an indication of any specific
time when you could not be present at such a ceremony.. Please for-
ward this information to the Secretariat, Honor and Merit Awards
Board, Office of Personnel, through your Deputy Director.

" [Sg8] Rokert B Bavnar
ROBERT M. GAYNOR
. Recorder
" Honor and Merit Awards Board

Distribution:
- Orig - Addressee
| - DD/I
1 - AD/CR
- D/Pers Reader Chrono
1 - HMAB Case File
1 - Recorder, HMAB

AQMWS TRAT




BRIEF FOR THE DIRECTOR OF CENTRAL INTELLIGENCE

Helen E. Hanson, Administrative Officer, DDI/OCR, GS-14.

Certificate of Merit with Distinction

\

Mias Hanson came to CIA in October 1947 after four years’
military duty with the Women's Army Corps, including service as
WAC Staff Director in- the Mediterranean Theater. She holds a
BA:;iegree from St. Olaf Céllege, Minnes;'i;é. --a:rid”from 1935 to 19;42
wasé a high echool teacher in Wisconsin.

Mige Hanson {8 recommended for the Certificate of Merit
with Distinction in recognition of her fifteen years' service as
Administrative Officer of OCR described on the attached Form 600.

Miss Hanson hae resigned, effective 4 April 1964.




_ADMINISTRATIE - fent

REPORT OF HONOR AND MERIT AWARDS BOARD

27 March 1964

The Honor and Merit Awards Board having cvonsidered a recommendation that:

NANE: tLast) (First) (Middle) POSITION THTLE
HANEON, Helen Evelyn Administrative Officer
PRESENT GRADE OFFICE ASSIGNED TO STATILON -
: GS-14 : DDI/OCR
BE AWARDED: .

Certificate of Merit with Distinction

[TJror werore acTion, ow

[(C3CTFOR MERITORIOUS ACHIEVEMENT OR SERVICE OURING THE PERIOD

(XTI 4PPROVES THE RECOMMENDATION [ 0ISAPPROVES THE RECOMMENDATION

("JAPPROVES, BUT IN LIEU THEREOF, RECOMMENDS THE AWARD OF:

CITATION

Mise Helen E. Hanson is hereby awarded the Certificate of
Merit with Distinction for her exceptional service to the Agency.
since 1947. As head of an important administrative compaonent,
Miss Hanson is widely known for her many contributions to her
office and, hence, to the accomplishment of Agency missions.
Her professional competence, enthusiasm and devotion have
furnished a high example to her assocliates and meet the best
traditions of dedicated service to the Central Intelligence Agency
and the United States Government. - e

(Recommendation approved by ADD/I on 23 March 1964)

REASONS FOR DISAPPROVAL OF RECOMMENDED AWARD

RECORDER'S NOTE: On 26 and 27 March 1964, the Honor and
Merit Awards Board, by telephone vote, approved the recom-
mendation attached hereto. :

APPROVED ' O |SIGNATURE gy e L UL Lnads
(signed) Lyman B. Kirkpatrick TYPED NAME OF CHAIRMAN, HONOR AND MERIT AWARDS BOARD
P EMMETT D, ECHOLS
DIRECTOR OF CENTRAL INTELLIGENCE SIGNATURE
' [3m] Pt a2 N
%ﬂ.} 1 APR 1964 B Daert B, Bevagr
: - TYPED NAME OF RECORDER
: DATE ' ROBERT M. GAYNOR.
X ) & ik i R B -

:.Ol;z 382 USE PREVIOUS zo.tflons. Hfﬁ ;P;_', ézhﬁ hill; - ” ."; é:: ,l, l 7 (4)




ac0- | K SECRET |

SECURITY INFORMATION

BY 4ZDA¥E_/’
PERSONNEL EVALUATIQN REPORT | o /sy
Posted Pos. Contrel | e
74 >
Items ] through 6 will be completed by Administrative or Persongel E&WG L PUD v Sy C,D'C_D
1. NAME  (Last) (First) {Middle) |2, GRADE |[3, POSITION TILLE e N R
HANSON, Helen L. GS-13 | Adman. Officer
4. OFFICE STAFF OR DIVISION BRANCH DEPT'L. { IF FIELD, SPECJFY STATION
oCD Off Asst Director Admin Staft T3 Fiewn
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From 11/6/51 To 11/5_1_/52 [ nitial Adnuat [ 1speclatl
{T__]Reassignment [[] Reassignment of Supervisor

Itema 7 through 10 will be completed by the person evaluated

7. LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF |MPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.
As Chief of the Administrative Staff, I am résponsible for:
1. Planning, developing, and directing administrative support activities in OCD.
2. Implementing Agency and Office policies and regulations relating to personnel,
- budget and finance, space, security, travel, services, supplies, etc.
3. Reporting to the Executive on Office administrative problems, advising him of
. needed changes_in-regulations or action necessary to ensure conformance of
Divisions to existing policies.
4. Controlling OCD liaison with the Offices of Personnel, the Comptroller, Procure-
ment and Supply, General Serv1ces, and with several components of the Security
Office.

8. LI1ST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Name of Course Llocation Length of Course Date Completed

.

9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKItLS).

10.

S Boweany /753 o 'Zﬁé;&v»- £ Z&é;~¢A>v~i

/4 pATE / ~ SIGNATURE

Items 11 through 18 will be completed by Supervisor

1l1. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJUOR DUTIES LISTED UNDER ITEM 7 ABOVE.
From the cut and dried listing of duties under (7) avove, it isn't obvious that this

particular position is closely associated with the morale and well-being of several

hundred people. Fortunately, this Offise has found in Miss Hanson somecne who combines
professional competence with a pleasant personality. She performs the myriad of duties
assigned to her in a superlative manner, and is a credit to the organization which she
serves. »

FORM NO. ‘ ' ) ) {Over) ’
MAY 1952 27-151 SEQRE_T A (&)



SECURITY |NFORMATION

12. IN-WHAT RESPECT 1S THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING? )
- Particularly outstanding is her ability to tackle any assignment promptly and well.
She does this with a very small staff who enjoy working for her and support her at every

turn. '

AN

13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?
OCD administrative routine is fairly well established. In the future, I believe

Miss Hanson should devote greater emphasis to planning, in order to prevent administrative.
crises from developing. . 1 : : . '

14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.
Miss Hanson has not reached the acme of her career and is capable of handling
greater responsibilities in the future. o

15. ARE THERE OTHER DUTIES WHICH BETTER SU!IT THtS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, J4f
possible.) ’ .

She is ideally qualified and suited for her present Jjob.

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSONT? )
No training or rotation assignment is recommended at this time.

17. |F_PERFORMANCE DURING REPORY PER1IOD HAS BEEN UNSATISFACTORY, THERE 'S ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. DITIONAL COMMENTS .INCLUGING ;
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWK BELOW UNDER {TEM 20, - -

- 2

5 — 52 I
(" Yoare . 7

|
b

\\4
3
w4

xecuttive

|51}

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown jn_item o0 1 |

§:'é§§LLA~. \Qs% v : N

v
DATE

7CD

20. COMMENTS: (1f necessary, may be continued on reverse side of cover gHeatsl




. _ SECURTTY INFORMATION '

12. N WHAT RESPECT 1S THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING?

She is a first-rate executive, providing excellent administrative support for

a large office, and doing so with a staff which amounts to less than 1% of the
total T/0 being served. :

13. ON WHAT ASPECT OF.PERFORMANCE SHOULO THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?

None

14. COMMENT ON THAS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

She is capable of handling any administrative job which is appropriately
asgignable to a woman. '

15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possible.) ’

No

16. WHAT TRAINING OR ROTATION 0O YOU RECOMMEND FOR THIS PERSONT

None at this time.

17. VF PERFORMANCE DURING .REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE IS ATTACHED COPY OF MEMORANGUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE. . - .

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING
COMMENT ON 1TEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20, : .

. Assistant Director, 0OCD:

/6 A/o—v (js‘B

DATE

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20,)

DATE SIGNATURE OF REVIEWING OFFICIAL

20. COMMENTS: (If necessary, may be continued on reverse side of covar sheat.)

~




SEGRET
SECURITY INFORMATION

PERSONNEL EVALUATION REPORT

Items 1 through 6 will be completed by Administrative or Personnel Officer

1. NAME (Ltast) | (Flrst) {Middle) {2. GRADE 3. POSITION TITLE
HANSON, Helen E. GS-13 Administrative Officer, QCD

4. OFFICE STAFF OR DIVISION BRANCH EEZ:] DEPTL \F FIELD, SPECJFY STATION
cCD Admin.gtaff C_— FlELo

. PERIOD COVERED BY REPORT 6. TYPE OF REPORT I

2mm To [:éjlﬂihl E::]thlmxecutiv zﬁgkﬁry
As of 28 Aué{ust 1953 [ JReassignment [[] Reassignment of Supervisor

Itema 7 through 10 will be completed by the person evaluated

T. LIST YOUR MAJOR OUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

As Adminigtrative Officer for OCD she is providing
administrative support - personnel, budget, transpoéortation, etc. =
for an outfit of about 800 people.

-t

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Name of Course Location ' Length of Course Date Completed

9. (N WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS).:

10. . : 1

DATE. SIGNATURE

ITtems 11 through 18 will be completed by Supervisor

11. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM T ABOVE.

Miss Hanson_ is doing a superlative Job, and ghe 1s doling 1t with a
staff of only subordinates. I'm.informed, though I cannot vouch for
1t, that there 1s no other outflt in the Agency which gets its adwinis-
urative support from a staff amounting to less than 1% of overall
T/O strength. I can vouch for the fact that the quality of the
support CCD gets from Diss Hangon 1s 100%

FORM NO. . ’ o i s (Over)
s 37-151 o S/ECRE{ (4)



- SEGRET
SECURITY INFORMATION.

12. IN WHAT RESPECT IS THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING?
.Cutstanding efficliency, and the ability to command devotion from the
wen and women who work for her. Though she and her small staff carry a
very heavybworkload, there is never any confugion, everything 1s always
dene on time, and there 1s never evidence of hasty workmanshlp.,
13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELF TMPROVEMENT?

I don't know of a single deficlency

1y4. CONMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES MOW OR IN THE FUTURE.
Miss Hanson could probably handle, and handle well, any adminig-
trative job which needed a woman in the driver's geat
15. ARE THERE OTHER OUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possible,} . .
No. She 1s happy where she 1s, and T couldn't hazve a better person
for the job, male or female
16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON?
None
17. 1F PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 15 ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.
18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING. I O
COMMENT ON 1TEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20.
28 August 1953 ' o Asslgtant Llrector, OCD
DATE . SIGNATURE OF SUPERYVISOR
19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20.)
\
DATE ‘ ) SIGNATURE OF REVIEWING OFFICIAL
20. COMMENTS: (If necessary, may ba coftinued on reverse side of covar sheet.]

The Agency will probably always have a small number of executive
Jobs which should be filled £=® by-women, and it is for that réason
that I recommend Miss Hanson be ligted in the Executlve Inventory.

She 1s a Grade A administrative officer and executive. She has
been with CIA since 1947 and knows it well: she has the rank of
Lt.Colonel in the WAC Reserve,

SECRET




Standerd Form No. §1

August 1946 Eﬁ&';“e‘é Sroas No. 50-RO1Z.E )
V. & CIVIL SERVICE COMMISSION .
REPORT OF Shmr e
EFFICIENCY RATING "*aliiona T ¢ 2
As of ____. 3./31/50 ...................... based on performance during period from 9/21/’*9 ........ to -51/51./50 ..............
Hanson, Helen E, Administrative Officer G'S-ll ________

(Name of employee)

Collection & Dissemination

(Title of position, service, and grole)

Administrative Staff

(Organization—Indicate bureau, diviston, section, unit, fleld station)

ON LINES BELOW 1. Study the instructions in the Rating Official’s Guide, C. S. C. Form CHECK ONE:
MARK SMPLONER | ) O o the elements which ially important in the positi
) - Zhaeriine the elements which are especially important in the position. | A dministrati
V if adequate 3. Rate only on elements pertinent to the position. Erlr:n:;svir;twe:)r
~ if weal . Do not rate on elements in italics except for employees in admin- pervisory, _
wealk bR istrafével, supervisory, or planning posi‘ti?ns. - planning........ i
if outstangi - Rate administrative, supervisory, and planning functions on
+ outstanding elements in italics. ’ All others.._..__. a

~—-- (1) Maintenance of equipment, tools, instruments, ____ (21)
______ (2) ‘Mechanical skill. 4. (22)
-—-- (8) Skill in the application of techniques and pro-

cedures. : D . een (239)
-—--- {(4) Presentability of work (appropriateness of ar-_. e (24)

- rangement and appearance of work), - | % -

t (5) Attention to broad phases of assignmenta.
..... (6) “Attention to pertinent detail. —--- (25)

Effectiveness in planning dbroad programas.

Efectiveness in_adapting the work program to
o7 relaled programs.

Effectiveness in devising procedures.

Effectiveness in laying out work und establish-
ing standards of performance for subordi- -
nates.,

Effectiveness in directing, reviewing, and check~
wng the work of subordinates.

""" (7) Accuracy of operations. - (26) Effectiveness 1in .instructing, tratming, and
——— (8)_ Accuracy of final results, ) developing subordinates in the work.
—X. (9) Accuracy of judgments or decisions. —- (27) Effectiveness in promoting high working morale.
:‘:-(10) Effectiveness in presenting ideas or facts. -.‘.'l.'. (28) Effectiveness in determining space, personnel,
——-(11) Industry. ] and equipnient needs. ]
. o, (29) Effectiveness in setting and obtaining adher-
...... (12) R;&:ngsf progress on or completion of assign- ence to time limits and deadlines. .
---—-(18)" Amount of acceptable work produced. (Is mark ':t-" (30) Ab"ht' LG CECUANS
based on production recorgs? _____________________ —-(81) E Ffectiveness in delegating clearly defined
j‘_ . . K (Yes or no) authority to act.
--X..(14) Ability to organize his work.
~-(15) Effectiveness in meeting and dealing with :
e STATE ANY OTHER ELEMENTS CONSIDERED
——--(16) Cooperativeness. »
== (17) Initiative. — (4)
—-(18) Resou;cefulness. (B)
~X..(19) Dependability.
..... (20) Physical fitness for the worlk. e (C)
STANDARD ' Adjective
Deviations must be explained on reverse side of this form Ralmgl
Adjectt
: - Rating Rating =
Plus marks on all underlined elements, and check marks or better on all official.. _.__ &= o
other elements rated. ... _..________._______________ .--  Excellent
Check marks or better on all elements rated, and plus marks on at least
half of the underlined elements . Very Good L
Check marks or better on a majority of underlined elements, and all wesk RGVE‘YTg 5
performance overcompenssated by outstanding performance .........____._.. Good olicial. ... et
Check marks or better on a majority of underlined elements, and all weak .
performance not overcompensated by outstanding performance............__ Fair
Minus marks on at least half of the underlined elements . Unsatisfactory :
i / . ]
Rafed by ﬂD/ﬂ/ﬁ ___________ ’ d [W//m
¢__ (itle) 7 (Date)
Reviewed Z ! D o C’ D - _____6;- ____________________ { > 2

(8ignature of reviewing official)

(

U. 5. GOVERNMENT PRINTING OFFICE 16—20177-5

W [GITS)

. . ) ”
Rating approved by efficiency rating committee j‘/n/;’)/dd Report to employee e
. 9,

(Date)

pe)




Slandard Form No. 51
August 1946

U.S. CIVIL SERVICK, COMMISSION

REPORT OF

EFFICIENCY RATING

based on performance during period from

Helen E. Hanson Librarian

g

Form approved.
Budget Bureau No. 50-R012.8.

ADPMINISTRATIVE-UNOFFICIAL ( )
OFFICIAL:
REGULAR ( X)) SPECIAL ¢ )
PROBATIONAL ( )
8/22/48 2/22/49

(Name of employee)

A&M, Reference

(Title of position, service, and grade)

- (Organization—Indicate bureau, divislon, section, unit, field station)

ON LINES BELOW 1. Study the instructions in the Rating Official’s Guide, C. S. C. Form CHECK ONE:
MARK EMPLOYEE No. 38823A. . o n .
2. Underline the elements which are especially important in the position. | Administrative,
V. if adequate 3. Rate only on elements pertinent to the position. SUPErvisory, or
- if k . Do not rate on elements in italics except for employees in admin- pervisory,
wea b R igtrat(;’ve, supervisory, or planning pogitic;ns. . planning _...... O

3 i . Rate administrative, supervisory, and planning functions on ‘
+ if outstanding elements in italics. . ‘ ’ All others.......__ O :
- (1) Maintenance of equipment, tools, instruments. e (21) E‘ﬁ‘e_ctiveness in planning broad programs.
...... (2) Mechanical skill. -+ (22) E%ectiveness in adagti‘ng the work program to
--—- (8) Skill in the application of techniques and pro- Q0ger or reraied Programs. '

cedures, D '(2.9.)

- !(4) . Presentability of work (appropriateness of ar
: =-rangement and appearance of work).
=+ (5

ntion to bro: sBi
--—y- (6) Attention to pertinent detail. .
-.\./.: ‘(7) Accuracy of operations. ’

(8) Accuracy of final results.

XY... (9) Accuracy of judgments or decisions.
=+ (10) Effectiveness in presenting ideas or facts,
F..(11) Industry.

...... (12) Rate of progress on or completion of assign-
ments, :

ts.

—-(26) Effectiveness in instructing,

(29) Effectiveness in setting

Effectiveness in devising procedures.

e o (24)_ Effectiveness in laying out work and_establis
T~ ing stondards of performance Jor subordi- -

nates,

’ __\((25 ) Effectiveness in directing, reviewing, and check-

wng the work of subordinates.

training,

: and -
developing subordinates in the work.

' .i‘:. (27) Effectiveness in promoting high working morale.
X (28) Effectiveness in determining space, personnel,

and equipment meeds.
and obtaining adher-
ence to time limits and deadlines. -

K= o (80) Ability to make decisions.

...... (13) Amount of acceptable work groduced. (Is mark
based on production records? )

...... (14) Ability to organize his work.

..‘i'.-(15) Effectiveness in meeting and dealing
‘ — others. o

...... (16) Cooperativeness.

(Yes or no)

with

(81) Effectiveness

in delegating

clearly defined
authority te act. .

STATE ANY OTHER ELEMENTS CONSIDERED

—-A17) Initiative. - (A)
-X/..(18) Resourcefulness. —(B)
2. (19) Dependability.

...... (20) Physical fitness for the work; e {C)

STANDARD
Deviations must be explained on reverse side of this form

Plus marks on all underlined elements, and check marks or better on all
other elements rated.. .

Check marks or better on all elements rated, and plus marks on at least
half of the underlined elements

Check marks or better on a majority of underlined elements,'and all weak
performance overcompensated by outstanding performance

Check marks or better on a majority of underlined elements, and all weak
performance not overcompensated by outstanding performance

Minus marks on at least half of the underlined elements

Adjective
Rating
Adjective
Rating Rating
© official..  LALAP d
Excellent N )
Very Good . '
Reviewing
Good official.. ... &= . ...
Fair
Unsatisfactory

28/ /4]

D . 25/

5

. Rated by L.E4D/OcR.
- (Tjtle)
Reviewed ] '4 D)/ 0
— I RO UL TS Y IGWILE 7 (Title)

. Rﬁting approved by efficiency rating committee s_'(D/~),$/ -
. ate,

U. 5. GOVERNMENT PRINTING OFFICE 16—26177-5 ' )

Date)

=

Report to employee .______T________._.

(Adjective rating)

7



Standard Form No. §
August 1946

U. 8. CIVIL SERVICE COMMISSION

REPORT OF

EFFICIENCY RATING

Form approved.
Budget Bureau No. 60-R012.8.

ADMINISTRATIVE-UNOFFICIAL ( )

OFFICIAL:

REGULAR ( x ) SPECIAL ( )
PROBATIONAL ( )

As of ‘..-91/.2.019&9;...._...-.......... ..... ba.sgd on performanoe during period from ___f_'>_,£i?9 _4_9_ ........ to __.¢ /20/49

Halen_ E. Hanson

Administrative Officer.

(Name of employee)

0CD,. Adninistretive Staff

(Title of position, se a.;i_e_)‘

(Organization—Indleate bureau, division, section, unit, field station)

ON LINES BELOW 1. Study the instructions in the Rating Official’s Guide, C. S. C. Form CHECK ONE:
MARK EMPLOYEE No. 3823A. . N . .
- 2. Underline the elements which are especially important in the position. | Administrative
V if adequate 3. Rate only on elements pertinent to the position. supervisor :>r
- if weak a. Do not rate on elements in italics except for employees in admin- pery s
we istrative, supervisory, or planning positiona. planning.....
"+ if outstanding b. Rate administrative, supervisory, and planning functions on
elements in italics. All others._.__..__ O

< (1) Maintenance of equipment, tools,vinstru.ments.

(21) Effectiveness in planning broad programs.

«ne {2) Mechanieal skill. _ .'.{'.'. (22) E%eotivenggs in gﬂ(agt‘[‘gg the work program to
——- (8) Skill in the application of techniques and pro- Droader or related programs, '

cedures.

——(4) Presentability of work (appropriateness of ar-
rangement and appearance of work).

.i'_ A!(5) Attention to broad phases of assignmenta,

.

) .51_-_( 14) Ability to organize his work.

-

—-—— (6) Attention to pertinent detail.

-eewe (T) Accuracy of operations.

——- (8) Accuracy of final results.

_.t (9) Accuracy of judgments or decisions. .
J1..(10) Effectiveness in presenting ideas or facta. ;
..... (11) Industry.

...... (12) Rate of progress-on or completion of assign-
ments,

~—— (26) Effectiveness in instructing,

..... (23) Effectiveness in devising proc?dures.

w—ee- (24) Effectiveness in laying out work and establish~
ing standards of performance for. subordi-’

nates,

v (25) Effectiveness in directing, reviewing, and check-

ing the work of subordinates.

training, and
developing subordinates in the work.

- (27) Effectiveness in promoting high working morale.

=K. (28) Effectiveness in_determining space, personnel
—ﬂwm‘q‘ﬂ“‘l"——‘

....... (29) Efectiveness in setting and obtaining adher-

ence to time limits and deadlines.

. (s0) Awitity to make deoisions.

...... (13) Amount of aw?table work produced. (Is mark
based on production records? ..._. e )...-,)
€5 Or Nno

ZX7.(15) Effectiveness in meeting and dealing with
. Others. ~——

..... (16) Cooperativeness.

. i:.. (31) Efectiveness

in delegating clearly defined
authority to act.

STATE ANY OTHER ELEMENTS CONSIDERED

A.(17) nitiative. — (A}
--e--(18) Resourcefulness. (B)
.'}:T.(IQ) ‘Dependability.
...... (20) Physical fitness for the work, - N ()
STANDARD Adjective
Deviati must be lained on reverse side of this form ] Rating
Adjective
. Rating Rating
Plus marks on all underlined elements, and check marks or better on all v official..
other elements rated s e e amm e e e Excellent )-
Check marks or better on all elements rated, and plus marks on at least
half of the underlined elements. Very Good L.
Check marks or better on a majority of underlined elements, and all weak Rev&;avg'l?g
performance overcompensated by outstanding performance ...............___ Good ofhcial..
Check marks or better on a majority of underlined elements, and all weak .
performance not overcompensated by outstanding performance_........_.._. Fair
Minus marks on at least half of the underlined elements «w---  Unsatisfactory

Rated b}:

Reviewed

o, 07

- Cacn gl i, 62D 2DJTL Y

\lcl’guuturﬁ VI TUVIEWILIZ UUTUINT)

“(Title)

7 (Date) !

Rating npprovéd by efficiency rating committee %‘%gﬁ Report to employee . . _&e== '
. a

U. 6. GOVERNMENT PRINTING OFFICE  18—26177~5

(Adjective rating)

X

o



Standard Porm No. 51 Form ap]g)rovod.
August 1846 : Budget Bureau No. 50-R012.3.

U. 8, CIVIL 8ERVICE COMMISSION
REPORT OF GF“éi;lAli':rRATIVE—UNOFFIC!AL ( )
EFFICIENCY RATING ™ i Ssidona ey € )

PROBATIONAL ¢ )

As of 4/6,/ 48 based on performance during period from 10/ G/ 47 to 4’/ 6//4'8
Helen L. Hanson Librarian
(Name of employee) . tla of position, service, and. grade)
Ak, Reflerencs .
(Organization—Indicate bureau, division, section, unit, field station)
ON LINES BELOW 1. Study the instructions in the Rating Official’s Guide, C. S. C. Form CHECK ONE:
MARK EMPLOYEE No. 3823A. . L . . :
R 2. Underline the elements which are especially important in the position. Administrative,
V if adequate 3. Rate only on elements pertinent to the position. supervisory, or
- if weak a. Do not rate on elements in italics except for employees in admin- pervisory,
we bR istratéve, supervisory, or planning poiititins. he functi planning ______ O
3 ts : . Rate a ministrative, supervisory, and planning functions on iy
+ ifou tandu.xg elements in ita._hcs.’ ’ All others......... M

--— (1) Maintenance of equipment, tools, instruments.
eyl (2) Mechanical skill,

~*- (3) Skill in the application of techniques and pro-

. cedures. ,/3,

..... {(4) Presentability of work (appropriateness of ar-

: . rangement and appearance of work).

--—e= |(B) Attention to broad phases of assignments,

.2 '(6) _Attention to pertinent detail.

i '(7) Accuracy of operations,

eee- (8) Accuracy of final results.

...... (9) Accuracy of judgments or decisions.

—-—--(10) Effectiveness in presenting ideas or facts.

-2 (11) Industry. ‘,

-=_(12) Rate of progress on or completion of assign-
ments,

«-—--{13)" Amount of acceptable work g;'oduced. (Is mark
based on production records? :

...... (14) Ability to organize his work.

..X..(16) Effectiveness in meeting and dealing with
_ others.

--.f(lS) Cooperativeness.

(Yes or no)

...... (21) Efectiveness in planning broad programas.

_____ (22) E{ﬁcu’veness in adapting the work program to
oader or related programs.
_____ (23) Effectiveness in devising procedures.

e (24) Effectiveness in laying out work: and establish-
ing standards of performance for subordi-
nates. . .

e (25) Effectiveness in di;recting, reviewing, and check-
ing the work of subordinates.

;__._- (26) Effectiveness 1in instructing, training, and

developing subordinates in the work.
- (27) Effectiveness in promoting high working morale.

-weewm (28) Effectiveness in determining space, peFsonnel,
and eqlipment needs.

. weene (29) Effectiveness in setting and obtaining adher-

ence to lime limits and deadlines.
...... (30) Ability to make decisions.

— (81) Effectiveness iy delegating clearly defined
authority to a.gt ) ‘

STATE ANY OTHRER ELEMENTS CONSIDERED

...... (17) Initiative. —- (A)
..... (18) Resourcefulness.
—(B)
-t.(19) Dependability.
...... (20) Physical fitness for the work. R {¢)}
STANDARD /%ijcf:liu
Deviations must be explained on reverse side of this form . aling
Adjective
Rating Rating ¥

Plus marks on all underlined elements, and check marks or better on all official.. &

other elements rated.... .. ... : Excellent
Check marks or better on all elements rated, and plus marks on at least

half of the underlined elements Very Good L.
Check marks or better on a majority of underlined elements, and all weak Revrgavylilg

performance overcompensated by outstanding performance.............__.__ Good officlal..
Check marks or better on a majority of underlined elements, and all weak . ’

performance not overcompensated by outstanding performance.............. Fair
Minus marks on at least half of the underlined elements g Unsatisfactory
Rated by | /_' : Sealeiker’ T 2 _Aé"
Reviewed | ' e /

guam”‘ormvwwmrummm)—*

U. 5. GOVERNMENY PRINTING OPFICE 16—2Q177‘1

(Title)

i i i Q. eport to e Ioee;
Rating approved by ¥fficiency rating committe: /S_/% W port to employ Goreaiivoriting




r «~NTARD FORM 144

neviseD Scrrewsra it STATEMENT OF PRIOR FEDERAL CI AN AND MILITARY SERVICE
AND DETERMINATION OF CuMPETITIVE STATUS

IMPORTANT: The information on this form will be used (1) in determining creditable service for leave purposes and retention
credits for reduction in force, and (2) in recording agency determination of competitive status. The employee
should complete Part I and the Personnel Office should complete Parts I1 through V.

— YEE" " PART 11.—THIS COLUMN IS
PART {.—EMPLOYEE'S STATEMENT PO pTs, COLUMN 18
1. NAME (Last, firat, middle initial) 2. DATE OF BIRTH 9. RETENTION GROUP

//QnSon , He/e” £ \)U/}/ /6, 1913 10. A.csc sTATUS ] ves [ no

3. LIST THE FOLLOWING INFORMATION CONCERNING ALL FEDERAL AND DISTRICT OF COLUMBIA SERVICE YOU HAVE HAD B.TYPE OF PRESENT

PRIOR TO YOUR PRESENT APPOINTMENT (Do not include military aervice.) APPOINTMENT
FROM— . 70— TYPE OF 11. SERVICE
NAME AND LOCATION OF AGENCY APPOINTMENT
YEAR MCNTH DAY YEAR | MONTH DAY IF KNOWN YEAR MONTH DAY

| ¢/ A 47|\ 10 | &
one Lf’%
3 gﬁ

A
4. LIST PERIODS OF ACTIVE SERVICE IN ANY BRANCH OF THE ARMED FORCES OF THE UNITED STATES. IF YOU HAD NO ACTIVE ] /I |
MILITARY SERVICE, WRITE “NONE.” - ‘ ‘ -

BRANCH ' FROM— To— DISCHARGE

YEAR | MONTH | DAY | YEAR | MoNTH | oay | (Hon. er dishon.?)

APM)/ 942 July | 20 /94? dan | Ab| Hen. Y L 7

/

S. DURING PERIODS OF EMPLOYMENT SHOWN IN ITEM 3, DID YOU HAVE A TOTAL OF MORE THAN 6 MONTHS ABSENCE { 12. TOTAL SERVICE
WITHOUT PAY, INCLUDING PERIODS OF MERCHANT MARINE SERVICE, DURING ANY ONE CALENDAR YEAR? [:j YES ['_"] NO

IF ANSWER [S “YES,” LIST FOLLOWING INFORMATION,

3. NONCREDITABLE SERVICE
(Leave puzposes only):

TYPE IF KNOWN FROM— To— TOTAL
(LWOP, Furl, Susp, AWOL, Mer Mar)

YEAR MONTH DAY YEAR HONTH DAY YEARS | MONTHS DAYS

14, NONCREDITABLE SERVICE
(RIF purposes only):

6. DURING THE FEDERAL SERVICE LISTED IN ITEM 3, DID YOU ACQUIRE A PERMANENT COMPETITIVE CIVIL SERVICE STATUS?

[ yes [Jno . , 15. REEMPLOYMENT RIGHTS
(If answer is ““Yes,’’ in what agency were you employed at the time status was acquired?) , D YES D NO
16. RETENTION RIGHTS |
7. ARE YOU: v v [(Jves [Jwo
A. THE WIFE OF A DISABLED veTeran? [ | ves  [] wo : 17. EXPIRATION DATE OF RETEN-
TION RIGHTS
B. THE MOTHER OF A DECEASED OR DISABLED VETERANT || YES No . o _

C. THE UNREMARRIED WIDOW OF A VETERANT [ | YES [Z| NO

8. TO BE EXECUTED BEFORE A NOTARY PUBLIC OR OTHER PERSONS AUTHORIZED TO ADMINISTER OATHS. .
I swear (or affirm) that the above statements are true to the best of my knowledge and belief. )

)0 Fam. 71960 d&« FW

[/ (DATE) ' (SIGNATURE) _
Subscribed and sworn to before me on this day of 19 at.
. (MONTH) (ciTy) (STATE)
SEAL

NOTE: If oath is taken before a Notar& Public, the date of expiration of his Commission should be shown.

INSTRUCTIONS:  File this form on the permanent side of the employee's official personnel folder immediately before or after the personnel
actlon involved.

(OVER) 16—66480-5




H:.OQUARTERS COMMAND, UNITED STATES AIR FORCE

Bolling Air Fonce Base 25, DG 4

ATR FORCE RESERVE ORDERS) | | 18 December 1956

NUMBER . 222) EXTRACT R
5 o idcon i _

' GOL HELF] _ AL50030L (Ready Res) (Non rated-NOFS) (PAFSC 7014)
(Perm add: 1500 Arlington Blwd, Arlington, Va) (¥s sv 13) (Marital Status S) (Depns
0) (W/E 1) w/res asgmt Hy USAF (MOARS-Tng Cat "DR)"(OfE See'Gf the Alr 'Stf, Fleld Ext)
Washington, DC 1s ordered to AD for 15 days tng with -the 1007th: Aty Intelligence Sve
Gp, USAF, Washington, DC, Off WP on EDT ki Jan 57' fr perm add to Bolling AFB, Washingtor
DC rept NLT 0830 hrs 4 Jan 57 at Rm X302, BIdg L10 thence:to Comdv, '1007th Air Tntell-
igence Svc Gp, USAF, Washington, DC. Off will comply w/prov of par 13, AFR 451,
Unless sooner rel fr tng off will be rel in sufficient timé to ret to perm add and
revert to inact status EDRT 18 Jan 57, Accrued 1v not auth, AFR 35-22 applies. Off is
cleared. for access to TOP SECRET ‘material during this pd of active dy. Tvl of depns

. and shipment of household goods not auth at govt expense, Tvl: by mil or coml-acft, coml

rall or bus Is auth. TDN FCS Pay & Alws chargeable to 5773700: 061=7958 P751-01 SL9-60L.,
Fin Off making pmt against thls order will fwd cy of pd vou to Comdr, HEDCOM, USAF,

Bolling AFB 25, DC, Attn: Bud & Fisc Off, (Auth: AFR L5-14 & 1ltr DAF (APPMP-R) subj:

~ Short Tour for Tng, dtd 1L Dec 56),

2, DP MAJ PAULINE E SPOFFORD AL2000L5 (Ready Res) (Non ratsd-NOFS) (PAFSC 721)
(Perm add: 1422 - 36th St NW, Waghington, DC) (Yrs gv.15) (Marite] Status S) (Depns 0)
(W/E 1) w/res asgmt Hq USAF (MOARS-Tng Cat "D") (Off Sec of the Al¥ Stf, Field Ext)
Washington, DC 1s ordered to AD for 15 days: tng with -the Offof -the Chief Special
Warfare , Dept of Army, Washington, :DCo..0ff WP on EDT 7 Jan ‘57 periiadd to Bolling
AFB, Washington, DC rept. NLT 0830 hrs 7: Jan:S7: at Rm"1302; Bldg“L10 theénce toiRm
325, The Pentagon, Off Wil comply w/prov of par 13, AFR L5<ll, Unleds so el
fr tng off will be rel in-sufficient tlme to ret to perm add and revert to fndét’gtatus
EDRT 21 Jan 57, Accrued 1v not auth.. AFR 35-22 applies, .Off 18- cledred 'for ‘dcceds to
TOP SECRET material during this pd of active dy. Tvl of depns and shipment of houge~ ~*
Bold goods not auth at govt expense, Tvl by mil or coml.acft, coml rail or bus 13 auth.
?DNaPCSfanf&dﬁlKéA¢hargﬁébl§~§9§57?3700«061=7958'P?El,bi”su§§60h;1$V geable to
5773700 -061-7966" P757-02 5L9=60L. Fin Off making pmt against this order ¥
of 'pd vou. toCOomdr, HEDCOM, USAF, Bolling AFB 25, DC, Attn: Bud & Fisc Of:
b45-1s & 1tr DAF (AFPMP-R) 'subj: Short Teur for Thg, ‘dtd 1k Ded 56). " - -

3. DR LT COL ADOLPH H GRAETZ A0388982 (Ready Res) (Non rated-NOFS) -(PAFSC 641)
(Perm add: 16 Oxford Rd, Massapequa, LI, NY) (Yrs sv 16) (Marital Status M) (Depns 1)
(W/E 2). w/res. asgmt Hq USAF (MOARS-Tng Cat "BW) (Dir of Supply & Sves, DCS/M) Washing-
ton, DC is ordered to-AD for 15 days tng with the Off of the fénse,
Military Personnel Br, 0SD,- Weehington, DC.: Off WP ‘on EDE 1}"J
Bolling AFB, Washington; DC:rept NLT:1l, Jan 57 at Rm 1302, -Bldg
3C97hy- The Peritagon, Off will comply w/Prov of par-13; AFR
fr tng off will be rel-in sufficlent time to ret
status EDRT 28 Jan 57+ Acerued 1v not auth,:AFR. 3
access.-to-SECRET matérial during this pd'g t1
household: goods not. auth at-govt- expense, Tvl by

1s auths TDN F0S.Pay & Alws: chargeable to. 5773700 0617958 P751401 Sk
chargeable Yo 5773700 061-7966 P757-02:849+60ls Fin Off making ph
will fwd:cy:of. pd-vou to Comdr, HEDCOM;. USAF, Bollirg AF _ :
Fisc: 0ff, (Auths AFR LS-1) & ltr DAF (AFPMP-R) subjs Short Totir for




AFRO 222, HEDCOM, USAF, dtd 18 December 1956, cont

ko DP LT COL THOMAS M BATLEY A0902890° (Ready Res) (Non rated-NOFS) (PAFSC 231)
(Perm add: 6621 Wilmington Dr, Falls Chirch, Va) (Irs sv 17) (Marital Status M) (Depns
3) (W/E L) w/res asgmt Hq USAF (MOARS-Tng Cat "Dn) Wasliington, DC 1§ '6rdered to AD
for 15 days tng with the.Dir of Intelligerice, DCS/0, Hq USAF, Waskington, DC; Off WP
on EDT 14 Jan 57 fr perm add:to Bolling AFB, Washington, DC rept NLT 0830 krs 1 Jan
57 at Rm 1302, Bldg 410 ‘thence to Rm'LB935, The Pentagony Off ‘will comply w/prov of
par.13, AFR },5-1)i, Unless sconer rél fr tng off will be rél In‘sufficient time t¢ ret
to perm.add. and revert to inaet status EBRT 28-Jan 57. Accrued 1v not auth, AFR 35.22°
applies: Off 1s cléared for ‘access to TOP SECRET material during ‘this pd’ of “active dy.
Tvl of depns and shipment of household goods not -auth &t ‘govt expénse.’ Tvl by mil or -
_;qor;l 'acftﬁ coml rail or bus is auth, ‘TDN-PCS:Pay & -Alws chargeable’to 5773700 0617958
P751-+01 SL49

-60ls' Tv1 chargeable t6 5773700 061-7966 P?-Sv"-foz;_;fsw_;éoh._,;_‘_‘ji‘vj,ﬁ'foﬁjj__ﬁﬁki_ng'
pmt .against this order will.fwd ¢y of pd vou to.Comdr s “HEDCOM;" “USAF - ',VBdlIi;ng"A?'B”:?S ’
DC,  Attns Bud & Fise Off, (Auths AFR L5-1l & ltr- DAF (AFWaﬁs"7?§1:ibj"é"‘?8}i6rﬁf"l‘,o"ii"z"_ for
Tng, dtd 1 Dec:$6)s - oo Lo o, oo n i U ORE AR

5. SMOP 6, AFRO 190, this Hq, dtd 19 Oct 56 pertaining to Spectal Toiis for

 CAPT ARTHJR C JACKSON A02064152.(Perm adds 502 E Southampton Dr, Silver Springs, Md)
- 88 _reads "AD for 90 days Special ‘Tour" is amrnd to reed "AD for 59 days S clal Tourn
as reads "EDRT 19. Jan ST, Is amnd-to read "EDRT 19 De¢ 56,77as reads "OIT will be

" “reimbursed for accrued 1v:(8) days," s amnd to read "Off will'bé, refmbursed for .
accrued 1v (5) Hays.". (Auth: ltr DAF_-(AFPMP-R) subjzAmendmentof ‘Orders, dtd 18 Dec

vl

6. LT COL EDMUND L HARTUNG: A0L29296 (Ready Res) (Noa rated=NOFS). (PAFSC' 653)
(Perm add: 3292 S Utah St,-Arlington, Va) curr-holding™'a mob asgnt’ with Hg USAF (MOARS-
Tng.Cat "D"). (Off of the Asst Sec.-of the.AF, Materiel) Washington, DC* 15 Fedssigned to
a mob aggmt (MOARS-Tng Cat "D")with' the Off of Leglslative Liatson, OSAF; Washington,
DC.1in duty AFSC 701. Off will rept:to unit- of .asgmt in:person:or by mail as soon ag
possible. (Auth: AFR L5-3 & ltr DAF (AFPMP<R) subj: Reassigument, dtd 12 Dec 56);

Major, USAF . .

S T COJ'onel,US_A_E‘ PR .
I ..‘Ghief-'of,;staff

10 = Par 1,2,3,435. - . - R
‘= Unit concerned. Ea Off .
-ARRC Ea Off - -

2= 'Dir Stat Sves, HEDCQY 7 v

© U Attn: ‘MSgtDavis. wa i Voo

‘v 2= DiTiSpec Inv,:1005th 16

i oAt s Lt Cratg 0 e Do
_ £f ool ' .27 Dir Intell, DCS/O | ~7- -
201 File:DRABa Off. « . . TAtEnY Lt 0ol Bock! o et aTiid
Acct & Fin HEDCOM - Exec Off, DCS/M, Attn:Maj Burton
Bud & Fise 'HEDCOM 0.2 = Off, Chief Special Warfare, DA

o

Dir Mil Pers, DCS/P,: Hq USAF _ Attn: Maj Jelley ;
Res Aety Gp 2 = Comdr,.1007th Air Int Svc Gp
Off Mail Rm, HEDCOM : .. 7. 3. - At Lt Col Dahl ehg

RO W o
8

8

[
8
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MFMORANDUM TOE: CIA Incentive Awards Committee

THRUs Ypeclal issistent to the IT/I (Admin,)
FROM3 - Acting issistent ﬁ[iiz'ectoi'; C&D
ZURJECTs Monetary iward for Helen ¥, Hanson

l.. For the_ pest_ elght years, Helen . Hanson the Acminibtrative
fficer of 0CL, hes cerved the Agered.»lth efficiency ¢nd loyslty. As

_a Gu-ls, ghe has hendled &ll ci the usuel zdministrative chores “or an
office (OF. cver |peopleinvithie steff of only[  |essietants.;

2. ‘Her pérformierce over: the yeuars hes: been: conbistentlx sexemplary.
Shé g 'méihtéxh%&«exneﬁtiunslly"guadwrﬂpport wisth: Q6D -employees at all
1e¥EYe arid &b ‘Yespec tad nd ddni red bysthem. As & result, she has been
eble to short-stop many personnel sctions hefore they could become resl
problems. Her dealings wvith members of the ffice of Personnel and con-
tacts vith counterpart staffs in the Agency have been partieularly effee-
tive. #nd, she has proven herself cepeble of conserving OCD funds and
keeping wmanpover requirements down, The meny compliments which CD has
received regerding her tact, gond judgmeﬁf’ and*enterprise are testimony
to her cutstending sbility. :

igtay

‘,'-\’J

3. 4 striking exemple of her initiative iz the way in which she
devised & plan for reducing personnel turnover in 0CD. As a vacancy
opens in OCE,-the iéministretive Staff prepsres summaries of tihe quali-
fications of all OCIr emcloyees eligible for the job, The Iivision Chlef
wio has the vacaney reviews the summaries and prepares recommendations
for the OCD Cereer Service Roard., Thls procedure guarantees that OCD'e
nigher jobs will be staffed by the moet exerienced and best qualified
people in the Officej it encourazges perscnnel to remein with the Office
beceuse tiiey are sware that they will be considered for opportunities
wnieh arise in any TAvisiony aud, it serves as & genazal morale booeter.

Le 1 feel confident tnet no Office is hetter served by its Ad-
ministrative Officer then OCD end I suspect tnat, due largely to her
efforts, our sdmimistrative overhead iz probably the lowest propor-
ticnately of any sizable office or staff in the kgency. '




5. It ig therefore recommencded that Miss lelen E, Hanson receive
& cash award, of an eppropriete amount, for her exemplary performance
of sssigned tesks which hees resulted in 1ncrnased efficiency snd im-
pmvrment of )CD op:r&.uens.

| ’I'O: o Inoentive Avania Omittea : 22 Jmie 1955
I am;very familiar with Miss Hanaon's ‘work :through daily

contact, ang. highly recamend ‘an appropriate cioh awerd in
' reeognition of hu- outatanding perfomnce. i

Aaa'iat,am to the DD/T (Admin.)




CENTRAL INTELLIGENCE AGENCY
WASHINGTON 28, D. C.

OFFICE OF THE DIRECTOR

15 JUL 1855

MEMORANDUM FOR: Helen E, Hanson

SUBJECT: Notification of Membership in the Career Staff >

1. On behalf of the Director of Central Intelligence, it gives
me pleasure to inform you thaf your applicdtion for membership
in the Career Staff has been accepted by the CIA Selection Board.
The effective date of your membership is 1 July 1954,

2. Please indicate that you have received this notification by
signing in the space provided below and return it to the Head of your
Career Service. He will forward it to the Executive Director of the
CIA Selection Board. '

3. Because your membership in the Career Staff is classified
information, it is necessary that this notification be conveyed to you
in this manner. The application for membership which you signed
has been endorsed on behalf of the Director of Central Intelligence by

the Executive Director of the CIA Selection Board and. placed in your
perma.nent Official Personnel Folder.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE

ﬁw%@w%

Harrison G. Reynolds
Chairman, CIA Selection Board

Noted:
Career Service Stait

' Office of Personnel

Date: s 09«“% /TS | 1 SEP 1355

FORM NO. 511, 1 AFR S5
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Miss Helen E. HANSON =~ Personnel folder
MEMORANDUYM FOR: ASSISTANT DIRECTOR, CD

10 April 1952

FROM: OCD Division Chiefs (BR, IR, Lieison and Library)

SUBJECT Commendation

1. The four OCD Divisions involved in the move to| |
are now eettled in their new quarters. At best, the move
was a difficult and complex operation. It was accomplished,
however, with a minimum of apset and confusion,

2. We feel that| ‘| and the Administrative Staff
diserve to be commended for the attention, personal time, and
untiring support which they gave in order to make sure that the
operation went off smoothly and efficiently. The able manner in
~which|  |conducted|  |business on our behalf has provided
a model of good administration for all of us to follow. He
seemed to be everywhere at once, constantly on the scene, and
yet through the ordeal he menaged to remain his usual pleasant,
cooperative self.

3, Each and every member of our raepecﬁive staffs join with
us in expressing to| ) iss Hanson, and|
through you, our gratitude and appreciation of their ertorts.

/ Ghier, BH /

~Zumer,; v .

L

Chiel \ Idgison
X

‘“Gwvmnr“aﬂin_

by S{




Miss Helen E. HANSON - Personnel Folder :
——== 8o 10 Zprdl 1952

My dear Helen,

The job vhich you have done for the Agency in the several

‘weeke just pest is one which I shall never forget.
Your problem wes to plen for and then actually effect the

uprooting of some| |office workers — complete with their
desks, file cahinets, telophones, mnd impedimente - and them rein-
stall them in| Yhat made the job uniquely

difficnlt wes tHEY 1t must be done without major interruption to eny
of the various tasks on which these workers were engaged. For eny

- euch interruption would surely have far-reaching and serions effects
- upon the workings of the Agenecy, and 1% might canceivably ~ i€ there
vwere critical intemational developments in the inteérinde - work
‘hem to the nation. S

The problem geemzed insoludle, But Foil m\l‘w—érit. The ad-
vence planning wes superb, snd the eotual move itself was carried :
out almost entirely over a weekend when, normelly; only the akeleton
orevs would have been at work. All wnits vere working in the old
quarters et about 90F of peak effleiency on Friday efternoon, end
. mearly all were working efficiently im the new location by Menday
BOGN ..

: You will urge upon me that I not give too much credit to
yourself for a job which, in its mogt eritiesl uoments, was largely
performed by the outstending members of the staffs concerned, This
ie modest of you, end it 45 true thet we owe much to the meny men
snd wanren who labored ullmidnigﬁxtemhdayindungameamdm&t
clothes, but I say to you that it was your own exmmple and leader-
ship which produced so remarkable a recponse from the staffs con-
cerned, A1l dreeded the move, all feaved the worst, and there wes
reegon for them to do so, RBut, vhile setting o exemple of inde
fatigable energy yourself, you also found time somehow to desl
manly and generously with each of the hundreds of little com-
plaints fyom worried pecple. & o majority followed your example,
vithin their capacity to do so, end éven the few chronio discon~
tents vere eipuEdifinto tilences I hed expected twenty to thirty
rosignations, end there hes not been one.

| %&&z § 83 LH LY |
rnk you, Helden. Yoy your gtar ever flourieh.
hEYZORMET 3 -




AFFIDAVIT

STRIKING AGAINST THE FEDERAL GOVERNMENT

NTE ENCY
(DEPT, OR ESTAB.) . {BUREAU OR OFFICE)

WASHINGTON, D.C.

(PLACE OF EMPLOYMENT)

. .ETEN E. HANSON . DO HEREBY SWEAR (OR AFFIRM)
THAT | AM NOT ENGAGED IN ANY STRIKE AGAINST THE GOVERNMENT OF THE UNITED '
STATES AND THAT ! wiLL NO'VT SO ENGAGE WHILE AN EMPLOYEE -o% 1:HE GOVERNMENT
OF THE UNITED STATES: THAT .| AMNOT A MEMBER OF AN ORGANIZATION OF GOVERN.
MENT EMPLOYEES THAT ASSERTS THE RIGHT TO STRIKE AGAINST THE GOVERNMENT OF
THE UNITED STATES. AND THAT | WILL NOT WHILE A GOVERNMENT EMP>LOYEE BECOME

A MEMBER OF SUCH AN ORGANIZATION.

E Ao

(SIGNATURE OF EMPLOYEE OR APPOINTEE)

SUBSCRIBED AND SWORN TO BEFORE ME THIS - 6th DAY OF

OCTOBER 1947 a7 __ WASHINGTON . staTe of  D.C.

APPOINTMENT CLERK
Chapter 145, Title IT, Sec, 20C¢
Aot of June 26, 1943.

foe el (s 9oy e

FORM NO.

SEP 1946 >7°2%4 . ’ .




Standard Form No. Gla
Approved January 28, 1943
U. 8. Civil Service Commisston
C. S. C. Dept. Cir. Na. 409

Oh.{l OF OFFICE, AFFIDAV.T,
L AND - _
" 'DECLARATION OF APPOINTEE

~--SENTRAL. INTELLIGRNCE AGENCY ... YASHTNGTOM, Du Ca........
. " (Department or Establishment) (Buréqu or Division) (quce of Employment) ' . .

A, U HELEN. Eo HANSON .

OATH OF Do solemnly swear (or affirm) that I will support.and defend the -constitution of the United

OFFICE States against all enemies, foreign and domestic; that I will bear true faith and allegiance

to the same; that I take this obligation freely, without any mental reservation or purpose of
evasion; and that I will well and faithfully discharge the duties of the office on which I am
about to enter. SO HELP ME GOD.- :

B. Do further swedr (or affirm) that I do not advocate, nor am I a member of any political party

AFFIDAVIT or.organization that advocates the overthrow of the Government of the United States by force
or violence; and that during such time as I am an emiployee of the Federal Government, 1 will
not advocate nor become a member of any political party or organization that advocates the
overthrow of the Government of the United States by force or violence.

o - Do further certify that (I) I have not paid or offered or promised to pay any money or other
DECLARATION  thing of value to any person, firm, or corporation for the use of influence to procure my appoint-
OF APPOINTEE ment: (2) I will inform myself of and observe the provisions of the Civil Service law and rules
and Executive orders concerning political activity, political assessments, etc., as quoted on
the attached Information for Appointee, and [strike out either (3) or (4)] ' ,
(3) the answers given by me in the Declaration of Appointee on the reverse of this sheel
are true and correct; : :

(4) the ¢

Subscribedvand sworn before me this ____ 6th..... dayof ... .Ocbober . . A.D., 1947 _

FoX S WASHINGTON. .. ¢ e Da Cao
City) (State)

[SEAL] ‘ ‘ """"""

-Appaintment Clexk. . ...

’ ; ‘ e
' NOTE.—If the oath is taken before a Notary Public tha QM Rondiian o L8t sioS 02wl R hown
- ) Act of June 26, l%i 10—32804- 2

. OCTOBER. 1947 Librariarn $3397.20 9.4, /6. /93

(Date of Entrance on Duty) cauon--which appointed) / (Date of Birth)




Helen ¥ i30n, v Washing ton, ». C,.

Jul, '8, lvrs,

(d) Acted as consultant on training policies
pertaining to the Yomen's Army Corps and was
responsible for making appropris te recommen-
dations,

(e) Supervised all clerical and adminilstrative
personnel in the Training Group including
civilian andg military personnel .

Duty assignment from March 1945 - Oct. 1945:
Deputy WAC Starf Director and WAC Stafr Director,
Mediterranean Theater of Operations. Duties in-
cluded: .

(a) Formulation of policies governing the 1500
members of the WAC in that theater.

(b) Continuous Inspection trips to WacC units
In various parts or Italy, to insure their
effective utilization, well-being and con-
formlty with established policies., -

(c) Working in close llaison with other women's
services, 1.e., Army Nurse Corps, Red Cross,
British, etc. :

(d) " Supervising the demobilization of the WACs
af'ter VE Day. '

Duty assignment from Hov. 1945 - Nov. 1946: :
Personnel staff officer iIn the Personnel and Ad-
ministration Division of the War Department General
Staff, snd Executive Officer to the Director, Women's
Army Corps. Duties included:

(a) Assisted in formulating vlans and policies
governing all personnel of the Women's Army
Corps, which covered supply, administration,
utilization, recreation, welfare and every
phase of Army life as it affects women,

(b) Took final action on correspondence, and ver-
bal and written requests pertaining to the
WAC, coming to the staff level for approval.

(¢) Represented the Director, WAC at numerous con-

- ferences with war Department agencies, ci-
vilian groups, and the other women's services.

(d) Assisted in formulating Projected plans for
the utilization of women In the Regular Army

- and Organized Reserves.

(e) Initiated studies and surveys made on various
phases of the WAC. '

(f) Maintained continuous liaison with 211 wWwar
Department agencies taking lmplementing action
on WAC policies to insure desired results.
Also continued llaison with subordinate repre-
sentatives of the Director, wac, throughout
the-U.So . .

(g) Supervised clerical and administrative versonnel
in the office, including civilian and military
Personnel,




~ Mlss Helen %. Hanson, : . Washington, D, C.
July 16, 19513,

17. Military Experlencae

1. Duty assignments from Sept. 1942 - February 1944 :
Chlef WAC Officer Gandidate Sectlon, School Secretary
of WAC Offlcer Candidate School,, Director of Training
at WAC Training Centers, I't. Des Molnes and Ft. Oglethorpe.,
Dutles and responsibilities included the following:
(a) Planning and outlining courses of study taught
in the Officer Candidate School during a perilod
in which approxlmately 5,000 women were com-
missioned. Courses included organization of the -
Army, administration, supply, leadership, methods
of treining, current history, etc., Arranged all
: class schedules. ) . :
(b) Supervision over courses taught in other training
center activities such as basic training, clerks:
- eourse, cooks and bakers school and advanced
officers' training. Approximate nunber of women
- in training at one time was 6,000. . v
| (c¢) Initiated and directed the use of tralning aids,
testing procedures, demonstrations & other aspects
| of learning,
- . . (d) Direct supervision over all instructors, varying
- . : - from 15 to 100 in nutber. Responsible for thelr
| selection, training, their satisfactory perfor-
mance, and filnal efficiency ratings. o
(e) Served sas President of numerous boards for the -
1 purpose of Interviewing and selecting applicants
| for OC School, and on other boards to eliminate
unsuccessful candidates,

2+ Duty assignment from Merch 1944 - Feb. 1945:

Staff Officer and Executive Officer under Brig. General
J.S5. Bradley in the Organization and Training Division
of the War Department General Staff. Duties included
the following: -

| ' (a) Extenslve research in the preparation of staff:

| studies, surveys and action papers for the Chier
of the Division and the chief of Staff.

(b) Security officer for the Training Group, respon-
sible for the proper handling of all classifie
materlal, including "TOP SECRET." :

(c) Screeninz of all incoming and outgoing corres-
rPondence in the Training Group. Prepared resumes
of all informational matter for the Chief of the
Groupo ' e . ’ :




SECURITY OFFICE

Investigation Report

Subject: MAMNSOW, lielen E.

VT T

CgﬁElDENTTKL

Date: 17 Sept. 1947

Number:
To: Chiefl, Fersounel Branch
1. Investigation directed by:
2. Sources of information:
3. Remarks: Subiect is Leiug considered for a position in ORE as Librarian,
as per your request for clearance dated 3 July 1947.
4. Recommendation:
FEADVAL RECOMMENDED, ThoudH SUR Dol
iPT OF DEROGATORY INFOAMA
INTERVIEW WALVED,
THL APPLICANT ENTERS UPCN CUTY @i VHliw
) 5 DAYS FROM ABOVE DATE. THIS APFROVAL 2ECOMES
7 INVALID,
' ’.. 2
Z
y .
N
2 CONF JBENTI AL
FORM NO. .. ..

DEC 1946

(1794)
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BIOGRAPHIC PROFILE (PART 2)

NANC (Lastoliret-iiddie) OATL OF BIATH

HANSON, Helen Evelyn ‘ s : Jul 1913

23 '

6. IDEMTITY OF OTHER DOCUMENTS WHICHM SHOULO BE REVIEWED IN OETAIL

26 ADDITIONAL INFORMATION

Commendations 1952 from AD/CD and four OCD Division Chiefs for advance planning,
able assistance rendered, and success of the move to new quarters, -

Cormendation 1954 from Chairman, CIA Career Service Board, for excellent Final
Report of the Panel on Career Service for Women,

Avard 1955 of $500,00 for Superior Performance of duty,

Appointed 1956 member of Suggestion Award Committee for FY 1957.

Appreciation 1958 fram Chairman, SAC, for helpful service as a member,

Cormendation 1958 from AD/CR for serving as a member of inter-office task teanm
which reviewed the OCR management reports system,

2. OBATE REIVIEWLD 0 PROVILE REVIEWED BY

e 1200 (PART 2) LMD UILIY O OSEGRET - PROFILE

L Mar 196l -

180 10 epooLETS

1 758 87
4 "-‘-"‘ .

te)




(When Filled In)

SECTION C NARRATIVE COMMENTS  ,_

Indicate significant th.ng'h:ﬂ weaknesses demonstrated in current position keopln‘"ln Z‘F&.ﬂsaﬁ&w. their rolo;lon:hlp to
overall porrormnnco. State suggestions made for improvement of work performance. Give recommenda (7 oining. Comment

on foreign language competence, If required for current position. Awplify or explain ratings given In Section B'to provide best
basis for determining future personnel action, Manner of performance of monogevlaw; supgrvisory duties must be described, if
r

applicable. 4y ” 29/1”0

It is difficult to overstate the case for Miss Hanson. Her devotion to duty ind hard
work in continually assessing the people and programs of the Oﬁqamm 'make its
contribution to the Agency maximal, and to ensure its regular re-vita.nﬁation. are
without precedent. Within her own staff, she has selected as assistants extremely
competent people and is constantly encouraging and developing her junior people for
positions of greater responsibility elsewhere. Her knowledge of and dealing with
budgetary and personnel matters have been acknowledged by others outside the
Office as exemplary.

Modest about her own contribution, Miss Hanson is quick to give credit to
others. - ‘

Miss Hanson was one of two Agency nominees for the First Annual Federal
Woman's Award; she received from the DCI a Citation for Outstanding Performance
in 1955. More recently she received a letter of appreciation from General Carter,
DDCI, for heading a group of Agency employees in charge of decorating Headquarters
last Christmas with great success. We will continue to consider her nomination for
appropriate recognition. ‘

SECTIOND - - CERTIFICATION AND COMMENTS -
1. BY EMPLOYEE

I CERTIFY THAT | HAVE SEEN SECTIONS A, B, AND C OF THIS REPORT

DATE 3 SIGNAT E_OF EmMP EE‘ )
3 fray 196> ZZ:&.\, % Adawapr

2, B8Y SUPERVISOR

MONTHS EMPLOYEE HAS BEEN IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION
UNDER MY SUPERVISION

66 . - _

DATE 9 OFFPICIAL TITLE OF SUPERVISOR E
3 V L“LI 3 AD/CR

3. - BY REVIEWING OFFICIAL

COMMENTS OF REVIEWING OFFICIAL

DAYE ’ OFFPICIAL TITLE OF REVIEWING OFFICIAL TYPED OR PRINTED NAME AND SIOGNATURE

i /CR( "/




- | ;EeRF/1' ) “72 CARIER SERVICE
. * (When Filled In
. TR o) R EMPLOYEE SERIAL NOMBER
FITNESS REPORT ST NG
SECTION A : ' ENERAL,
t. NAME (Laat) (Firet) (Middie)' IRT {3 DATE 05 pﬁry,. - SEX 4. GRADE |8. 8D .
HANSON Helen E. 1913'" W p 14

8. OFFICIAL POSITION TITLE 7. OFF/DIV/BR OF ASSIGNMENT [8. CURRENT STATION

Admin, Officer MOCB/QAD/AS HQ

9. CHECK (X) TYPE OF APPOINTMENT t0. CHECK (X) TYPE OF REPORT

X |CAREER [ [REIERVE l ] TEMPORARY INITIAL REASSIGNMENT SUPERVISOR
CAREER*PROVISIONAL (See Inatructions - Section C) b4 ANNUAL REASSIGNMENT EMPLOYEE
SPECIAL (Specity): , SPECIAL (Specily):

1. DATE REPORT DUE IN O.P. 12. REPORTING PERIOD (From- to-) ,

TG/l — ' Fy, x

probation, to reassignment or to separation, Describe action token or proposed in Section C.

oxcellence.
P - Proficlent  Performonce is more than sotisfoctory. Desired results are being produced in o proficient manner.

others doing similar work as to warrant special tecognition.

SECTION B PERFORMANCE EVALUATION
W - Weak Performance ranges from wholly inadequate to slightly less than satisfactory. A rating in this category requires

positive remedial action. The nature of the action could range from counseling, to further training, to placing on

A - Adequote Performance mests all requirements. 1t |5 entirely satisfactory and Is choracterized neither by deficiency nor

§ - Strong Performence Is characterized by exceptional proficiency. L )
O - Qutstanding Performance i3 so exceptional in relation to requirements of the work and in comparison to the performance of

SPECIFIC DUTIES

with supervisory responsibilities MUST be rated on their abllity to supervise (Indicate number of employees supervised).

List up to six of the most important specific duties performed during the rating period. insert rating letter which best describes the
manner in which employee performs EACH specific duty. Consider ONLY effectiveness in_performance of thot duty. All employees

SPECIFIC OUTY NO, !

place the letter lW'ly«box corresponding to the statement which most accurotely reflects his level of performance.

15 MAay 19

QRO ¥

L35 45 ouso| <& previous soirions,

RATING
LETTER
Chief, Administrative Staff, responsible for administrative support to the AD/CR and
the Office as a whole, which function is performed with a staff of D. o
it Syag e .
SPECIFIC DUTY NO. 2 g RATING
rac euTY No. 2. LETTER
S ane e
SPECIFIC DUTY NO.B ., |@ & ¢ ‘175 RATING
. LETTER
i T
SPEc‘pl:c‘ DUTY ‘No.‘ o i H \"),jf["- M ? 1 AT s 1 ooy EEA;#"EGR
SPECIFIC OUTY NO{B '/ L% 12! T ] . SEA;.}%%
T e RN P SO S S S ¥ T S ATIN
”EC'HCPUTTNO' .;~° . . LETTER
OYERALL PERFORMANCE IN CURRENT POSITION *. - 2
I . RATING
Toke into account everything about the employee which influences his effectivenesi 'in hi's current position such as per- | LETTER
formance of specific duties, productivity, conduct on Job, cooperativenass, pertinent personal traits or habits, and
porticular limitations or talents. Based on your knowledge of employee’s overall performance during the roting period, o




- LR -

.~ (Yhen Filled In)

A3 reas._sgataL N0, ( )
B{OGRAPHIC PROFILE (PART V) gcp: 29 Mar 1943
e L LT R AR LR . 3. SER |4 OATC OF DIRTN $. LONGCVITY COMP, DATL
__HANSON, Helen Evelyn F . {Jul 1913 6 Oct 1947
€. mamps,; T yrTATYS 7. n(r(rﬁ;nvlgt c> NO. |YCAR(S) OF BIRTH (r 2. US RATURALIZATION DATC(S)
Single biepees R0 N
®. cARELN ut:n?:wc)r {QTMER "BTATUS 10, LAST MO, RPTY, ouAL.AIOl Araust EvaL, FoOm
STAre X
$TATYS D Ju) 1954 - Oct 1947 |Dept EOD
t1e CURRENT 'y MONE SEAVICE cAADL ACTIVL DUTY RELEASE 10 T0 B¢ [(REVINCD
: . . vErER
nine D] e Force |1t col PO Il B S0
12. ASSCSIMENT DATL 13 PROFESSIONAL TEST DATE 14. LANGUAGE APTITUDE TEST DATL
Nona _|_None - None :

|s NON® CtA CMPLOYMENT

1935-38 Board of Edue, Amery, Wio - Teachor of H S English, Librarian

1938-42 Board of Educ, Niagara, Wis - Teacher of H 8 English, Librarian A

1942#4.6 Military Service, US Army, WAC Lt Col <~ Training 0“ Exeo Otf
WAC Staff Director in. Meditemnean Theater :

16. NON°*CIA EOUCATION

1931-35 St. Olaf College, Northﬁeld, )’d.nn - BA Fnglish, m.atory

193536 Univ of Wisoconsin Extension « Library course ‘
1956 National Resources Orientation Course =~ Ajmed Forces Induatrhl Oollego
1957 Comuniat St.ratagy Foreipgn Servico Institute

17. FoRticw “French = R Elem; W, P, S, U, T None - Nov 1958 -
LANGUAGE .
ABILITIES . ‘

(Langunge, Preli-

clency, Date Yested

10. AGENCY SPONSORED TRAINING . -

1951 CIA Orient
1958 Basio Mgmt

¥$. CIA EMPLOYMENT WISTORY SINCE V8 SEPY 1047 (Pereonnel Actiens, Militery Ocdere, and Peincipal Detalls)-

FIFECTIVE DATE | POSITION TITLE & OCCUPATIONAL CODE]GRADE | 80 | ORGANIZATION & ORGAN. YiTLE (I eny) | - LOCATIO~<
Oct 1947 |librarian  ~ | ORE/Rof Br/Intel Do HQ
Mg 1948 | % - oﬁmmé{?m W3
Mar 1949 . | Adzdn 07 , ocn/cn,mm Stf °

Fou 1951 | & & T 12 ‘ . | o=
Sep 1952 (LI 13/ . |- » I T "
Nov 1955 | (% & A ooa./ox: of AD/Ch. m suA .

| May 1963 Sy ) om

E - B ‘\%f“rﬁrmzw-' - . 4 . : | .

';;;; '1“;[:". P rmerig hvienee V.| i eovee Y| 26 Aug 1959

[ 14 l'

R T T b )
e .




~~NDIDATE MUST NOT SEE THIS PAuc

UNFAVORABLE'CIRCUMSTANCES (crviv onr MILITARY)

.1 REMARKS : {apDiTionaL PERTINENT lurbnuArndu) '

—— - ‘o X , /' -
L qeys Ye ports wasl avelysl

\ﬂ‘. \\ CODS.\AOVV ""a "oA)C‘ a—-th.V'.S‘e/A) “Jhovf/('an/({/
q”:-fyP:n)T te Ru = { c" F‘J\F BN OJUQP« Sers /}‘D)"f" .

CLLEARED FOR CONSIDERATION BY:

SERVICE RECORD CHECKED: . FORM NO. 66.1 [~ ] ) FoaM No, 20 [
- RATINGS ' '
FACTORS SUP| E vs S UNS EXPLANATION R ) .
MOTIVATON . ENERGY. EFFORT, < ’ - Tl £ F
INITIATIVE. INTEREST IN ASS1GNMENT. NV Aee ds = 705 4 “d owt”
. , of twe Waé : _
PRACTICAL INTELLIGENCE - JUDGMENT, . C ) *
osc:sncfmsss. Atznmsss. PERCEPTION, Fye Pt to ~T. .ol e
v’ WRe. Held SYfF yobg
STABILITY - EMOTIONAL CONTROL AND . .
MATURITY, ABSENCE OF NERVOUS SYMPTOMS ., \/ Ik” ﬂ ru /?E a ﬂjd ffa bl @‘
ABILITY TO WORK WiTH OTHERS - TACT, ! '
ABSENCE OF ANNDYING TRAITS, / | ’ L‘)A‘C Sf a F[ b' YQQTO R < A/a"
ROMTN. Rsst, 1o Wwae Dijec to /e
LEADERSH1P - ORGANIZING ABILITY. b *
ABILITY TO WIN COOPERATION, ‘/ FIRH\( ¢ dvoe <x h. b! +Qd._.
» ‘ - .
QuallV t'es of (oo JOVSL.#,\
~ 7
PHYSICAL ABILITY . APPEARI“C'E-. s
PRESENCE. VI GOR, STAMINA. \/; V Q v 7 /(/ /' C e /od /[’,' ~n 7
. i )

—




L\io

CONTROL NUMBER
SOURCE .
N REPORT OF INTERVIEW SivE
’ )
CASUAL [ ] . _ ‘ 7/‘1/‘2‘/?. g7
RECOMMENDED FOR BRANCH DESK REFERRED BY W) f C_  \=% KRS —
—— s
A [— B 7 _
NAME {LasT) (rirsr) {(mipol'e GRAUE ¥ OEPT.., OFFICE OR BRANCH
/
He /f’n/ /7‘ /%/l/é“o A)
SERIAL NUMBER ORGANIZATION » DATE OF BIRTH
» /G Ju-/v /9 13
ADDRESS (BUSINESS OR WILITARY) . - TELEPHORE
ADDpPEeC funuel T
WrsH. 7 D. C., L]
I T e - -
¢ “ethew bovw 10 Sweden WNo velatives ove vSe a(l
B‘ll’)‘r'f"\" Fathev hava /w0 W, scan).frn) ~ :
NAMEI(NUSBAND oR WIFE) . DATE OF BIRTH
3. ’*—’P/e~ —
PLACE OF BIRTH ] CITIZENSHIP (KOow ACOUIRED)
\ . . S

EDUCATION (3SCHOOLS. DEGREES, DATES, MAJORS, GRADES, AND EXTRA CURRICULAR ACTIVITIES)

§7.0LAF college - N wwesota -~ 3 A 19257
ATA JoRe & /7 /1) E o ? / \f‘jé i

//oes "f—oc«c[/L /._5-/49,«4 ?0 Wi —

LANGUAGES (DEGREE OF FLUENCY, HOW ACQUIRED)

FREo ¢ iy -y S e c.,/(e-f@_ Povely Hcadeo

FOREIGN EXPERIENCE (EXTENY AND PURPOSE)

TRroeled , v the ARy To GReece, Pales Sy Eﬁy/)?‘ —
Almr\'k h’pv-ca- GQV‘M"-}N;/)F/?H"UCC" F Switrevian

RINCIPAL CIVILIAN EXPERIENCE (MAIN OCCUPATION, SPECIAL SKILLS, ACCOMPLISNMENT! ELECTIYE OFFICES)

'7 Vg, -ttaChov— )?t\iv ')U‘S. - N g vea ] Wis 1‘4»«?[1'#
kiqln Sches! Mﬁ\gt‘ +was L. aan?/,ﬂj ~ Befov e
Cm««'ui M.n Y he nam-/

ELITARY EXPERIE&CE (PRINCIPAL DUTIES, SERYICE $CHOOLS. IFf OFFICER: WMANNER OF PERFORMANCE RATINGS: [F €W
iCT 8CORE, DEGREE OF SKILLS, MOS AND NCO TITLES. .
— «

CTuly Ty - tLa_SC‘lu\r?Q'd, T ~ gy — _.
”LT.-COI-, WwAaAS Lo "fﬂ"'T" f’la;vp.:u %v 1§ Mot g Sf'aﬁﬁ OFﬁ.cw
[ CRSERTE — ChAme \,)Q-Q_ Hes, as Exec Frce v 1 Co/ Boycc
| 'NO, .

3ae 90+ ) ' . : (1535)



7 July 1947

Miss Helen E. Hanson

Dear Miss Hanson:

, You are et present being censidered for
employment with the Central Intelligence Greup as
a8 Librarian, $3397.20 per annum. The position
for whioh you are being considered is pending re-
view and approval by our budget committee. There
are a number of faotors involved, such as review
of qualifications, approval of grade by the Civil
Service Ccmmission, 6to., all of which is a some
what time-consuming process often requiring four
to eight wseks to complete.

If for any reason you are unable to accept
employnent with this organisation, please let us
know at once 8o that oonsideration of your case may
be canoselled. ‘

We appreciate your interest and cooperation
and will communicate with you as soon as possible.

Very truly yours,

ANDREW E. VAN ESSO
Chief, Procurement & Placement Section
Personnel Divisioen




PERSONNEL

ACTION REQUEST

NAME:

Miss Helen E, Hanson

NWE OF ACTION:
Appointment

EFFECTIVE DATE:

A Boonr—as—pesastihle
O0Cotste, /1747 -

FOR SEPARATIONS, TRANSFERS OUT, AND RESIGNATIONS
LAST WORKING DAY:

FOR RESIGNATIONS FROM FEDERAL SERVICE ONLY
SIGNATURE OF EMPLOYEE:

iz

BUDGET DAT
F-8-4
CLASSIFICATION | DATE
' 7olE -y 5
VICE
1A -
v 5 g
NEW ,/ 7
EMPLOYMENT

.M’C/’Z&

77!

CHIEF, PERSONNEL DIV

Défg// 47

TO

FROM

TITLE .

Librarian f - 2
-GRADE AND SALARY 339720
OFFICE

Reports and Estimates
BRANCH

Reference Branch
DIVISION

: Intelligence Documents

SECTION

OFFICIAL STATION

|Accession, Reference & Circglgﬂﬁ

38«1 (2 copies)

dWﬂww 91907
@Jw/u:/@\ 0.%. ?228- 7

\'\~

Wa,ghing‘bon. D. Ca
'DEPT. or FIELD . ' :
Departmental
REMARKS : 9 / 1 Wﬂ ‘g.o«/ A -
Attachmentss 57 (2 copies) Z 11514

/9o

RECOMMENDED: OFFICE

DATE
. 5 June 1947
JUN &

FORM NO,
ocT I94637 3

(1514)



PERSONNEL ACTION REQUEST

mME : CLASSIFICATION J INITI mi'm
HELEN E. HANSON - : VICE .
' ' ' 1A v ) )
NATURE OF ACTION: ‘ Vv
: NEW A }/7 v
FROMOTION AND TRANSFER QUALYFICATION & REVIEW|[INITIAL’ DATE

e

EFFECTIVE DATE:

AS SOON AS POSSIBLE

FOR SEPARATIONS. TRANSFERS OUT. AND RESIGNATIONS APPROVED:
LAST WORKING DAY:

SIGNATURE lEXECUTIVE DIRECTOR)

FOR RESIGNATIONS FROM FEDERAL SERVICE ONLY
SIGNATURE OF EMPLOYEE: .

SIGNATURE (EXECUTIVE FOR AMM)

SIGNATURE (CHIEF, PERSONNEL BRANCH)
FROM . TO

TITLE | LIBRARIAN ‘_ LIBRARTAN

GRADE AND SALARY $41L9.60

| : ﬁ”ﬂ o

OFFICE | }45 F%W //'/ET;VE FOR A & Y

BRANCH . REFER ENTEB h-;R;:NCE CENTER

DIVISION INTLLLIQ\ <

SECTION - ACC’ESQW’ REF ‘ " 'éIBLIOGRAPHIC SECTION

S PINFORMAT IO :

OFFICIAL STATION fw?g‘}s‘?qINGTON D.C. » WASHINGTON, D.C.

DEPT. or FIELD DELA RTMENTAL - DEPAR e TFNJ VO

REMARKS | ' Ll ‘V %{\?3\
Action re—submltted on bas:Ls of attached memo fr da%cﬁ.‘ \::
18 June 1948, M = N Tiw

Aol “atfys TG ’fﬁ %, W APFROVED; & ¥ 1=

Executive Aé ﬁpar}t‘@;r&tor , OCD

RECOMMENDED: OFFICE GHIEF, BRANCH CHIEF, OR ADMINISTRATIVE OFFICER | DATE
[ .

21 June 1948

Administrative Officer, |OCD '

5

(1514)

FORM NO.
OCT 1946+




PERSONNEL ACTION REQUEST

Helen E. Hanmson
NATURE OF ACTION:

T & P i i

ransfer & Fromotion CLASSIFICATION INTTIAL DATE

EFFECTIVE DATE: VICE (

As soon as possible ‘1{‘; 74 L

_ NEW | ¢-3.& (
FOR SEPARATIONS, TRANSFERS OUT, AND RESIGNATIONS EMPLOYMENT INITIAL |
LAST WORKING DAY: | /
/
FOR RESIGNATIONS FROM FEDERAL SERVICE ONLY
SIGNATURE OF EMPLOYEE:
' CHIEF, PERSONNEL DIV |INITIAL DATE
FROM -~ TO
TITLE Librarian K\ Libra.rian o
GRADE AND SALARY { $3397.20 ' v $4119.60
OFFICE Reports & Estimates Qj/ / LY Exec, for A&M
BRANCH Reference Bran[\ t\)y< / | "|Reference Center
DIVISION Intelllgence Dggume\l&
Accession, Referdnot & Circula.tlon '

SECTION ’

(Information Unit)

Bibliographic Section

OFFICIAL STATION

Washington, D, C,

Washington, D. C.

DEPT. or FIELD Departmental Departmental
REMARKS : T
From APHR OVED:
tol o 4
Deputy Chj

Lt
-y

RECOMMENDED: OFFICE CHIEF, BRANCH CHIEF, OR ADMINISTRATIVE OFFICER

ministrative Officer

4
Reference:{%ter .
| A L

DATE

A1

(1514)




PERSONNEL ACTION REQUEST

NAME: : R CLASSIFICATION - ;ﬂ’m g
S | 75 -4

HELEN BE. HANSON ' VICE
. 1A . g
NATURE OF ACTION: Ty

, NEW b -3-47
PROMOTION AND TRANSFER , QUALIFICATION & REVIEW J‘L‘”‘“w DATE

. y’f/‘%;

EFFECTIVE DATE: - ' B S /D
4 ) F~/&-vp4—
FOR SEPARATIONS, TRANSFERS OUT. AND RESIGNATIONS 1 APPROVED: T

LAST WORKING DAY:

SIGNATURE {EXECUTIVE DIRECTORJ

FOR RESIGNATIONS FROM FEDERAL SERVICE ONLY
SIGNATURE OF EMPLOYEE: ) \

TS iGNATURY TR g
| Z (\\

SIGNATURE™VCHTEF; PERSUNNEL BRANCH]

FROM TO
TITLE
™ LIERART LIBRARTAN
GRADE aND SALARY 333971{:12%"11) Mé '
OFFICE
| EXBCUTIVE FOR A &L, EXECUTIVE FoR A & M
BRANCH __|REFERENCE CENTER | -REFERENCE CENTER
DIVISION ' - | INTELLIGENCEDUCUMENTS : fg%ﬁm‘i‘s—
OFFICIAL STATION WASHINGTON, D. C. WASHINGTON, D. C.
DEPT. or FIELD : DEI‘ARTMENTAL | DEPARTMENTAL 2O
REMARKS: ‘ T4 5 - P PR
] W s AFPROVED: g
Action resubmitted on basis of B
request from “ersonnel after a 30 day .
period. (

RECOMMENDED:_OFFICE_CHIEF. BRANCH CHIEF, OR ADMINISTRATIVE OFFICER DATE

24 JULY 48

AIstrative Uirector, OCD

£ ) - (1514
' 08 o ” : . : )



PERSONNEL ACTION REQUEST

TRANSTER & PROMOTION

TS

3-4-17

NAME: CLASSIFICATION DATE
2-3- 7
HELEN L. HANSON VICE ,
1A :
NATURE OF ACTION: \'4TJ v
' NEW SR — S ]
QUALIFICATION & REVIEW

EFFECTIVE DATE -/

257

LAST WORKING DAY:

FOR SEPARATIONS, TRANSFERS OUT, AND RESIGNATIONS

T-r 7

SIGNATURE OF EMPLOYEE:

FOR RESIGNATIONS FROM FEDERAL SERVICE ONLY

SIGNATURE (EXECUTIVE DIRECTOR]

A

11,

SIGN FOR A&M)

| 3/4

SONNEL BRANCH)

S 16N~ runve—emrer—reR

Bibliopraphic Section

FROM TO
TITLE Librarian,z Administrative Officer,
GRADE anp SALARY Mpgr annum - %5232.00 per annum.
OFFICE Ixecutive for A@§‘0”~ Collection & Dissemination
BRANCH Referance Center ' _Aduministrative Staff
DIVISION Library //’Z/j[“ . ,_ﬂ/ [[,( M%_
SECTION '

OFFICIAL STATION

C.

fianshington, D.

T N ‘, PO
N "
Z&shlng'bon, D. C.

DEPT. or FIELD

Departmental

Departme n‘cal

JA/;;—M

REMARKS :

\a’\ Aporoved .

Executive Assistant“Director, 0CD

RECOMMENDED: OFFICE CHIEF, BRANCH CHIEF, OR ADMINISTRATIVE OFFICER

DATE

?

<& Januzry 1949

Personnel Officer,

0CH

0CT 18463773

(1514)



PERSONNEL ACTION REQUEST e e
NAME X B REQUESTED EFFECTIVE DATE
Helen E. Hanson /{ ?/4 J N/
NATURE OF ACTION ’ ) WHEN LEAVING (\‘IOUCHERED)
Pr‘omo tlon LAST WORKING DAY:
EMPLOYEE'S SIGNATURE:
FROM T0
TITLE :
Adninistrative Officer, GS-11 Administrative Officer, GS-12
GRADE AND SALARY [ S OO ZE
GS-11, §5232+80 per annum GS-12, $6L00.00 per annum
OFFICE .
Collection and Dissemination Collection and Dissemination
DIVISION 2
Office of the Chief —Office—of—the—Chiaf
BRANC\QND SECTION :
Administrative Staff , Administrative Staff
OFFICIAL STATION
Washington, D. C. : Washington, D. C.
DEPARTMENTAL FTELD D DEPARTMENTAL FIELD E]
i REMARKS: '
| Approved:
1
; 4 Executive Assistant Director, OCD
| RECOMMENDED:
\
|
12 Febrnary 1951
{DATE) (SIGNATURE OF OFFICE CHIEF, DIVISION' CHIEF OR ADM. OFFICER)
FOR USE OF PERSONNEL ONLY
PLACEMENT . TRANSACTIONS AND RECORDS
DATE QUALIFICATIONS APPROVED PYTEELY ¢ APPROPRIATION:
. ALLOTMENT:
CLEARANCE REQUESTED D : C. S. C. AUTHORITY:
. QATE TYPE DATE TYPE
i DATE SIGNATURE S
DATE SIGNATURE : ﬁ —23 —)A,
PERSONNEL RELATIONS e,
CLASSIFICATION . DATE | SIGNATURE
C. S. ¢ NO. DATE APPROVI
] =/ % Lg APPROVALS D SUBJECT TO SECURITY CLEARANCE
NEW VICE . 1A REAL DATE - SIGNATURE OF EXECUTIVE
DATE T
75/ 87 | [ owrE
RFFECTIVE DATE " /7/.5‘/

-

FORM NO. . ’ U. 5. GOVERNHENT PRINTIRG OFFIC 16-462489-1
ey 37-3 f 7



PERSONNEL ACTION REQUEST REGISTER NUMBER

NAMEosg

REQUESTED EFFECTIVE DATE
R\ anr }/(L/s .
NATURE OF ACTION , ' WHEN LEAV (NG (YOUCHEkED
. LAST WORKING DAY:
) EMPLOYEE 'S SIGNATURE :
FROM T0

FANE S Uiiluer St : Q.8
GRADE AND SALARY
Gs i Poer 58 TR0 o0 DT AN
OFF iCE

o)
0'“1 X Collecilun and Disneinabing

A LI T

BRANCH AND SECTION

.1 L SRR S S (I B B}
gt ML Sy T FRVLVE LTaks

OFFIC lAL STAT 1ON

as s b ) 7 .

A by —ite——re e e

DEPARTMENTAL | ooy Fieeo ] DEPARTMENTAL Flew [

REMARKS:

?S J Glj\ms ;_Me | | LEEIETERT L

ml L
RECOMMENDED : !
B SIGNATURE OF OFFICE CHIEF, DIVISION CHIEF OR ADM. OFFICER
FOR USE OF PERSONNEL ONLY
PLACEMENT o {TRANSACT |ONS AND_RECORDS
DATE QUALIFICATIONS ’ APPROPRIAT I ON
ZF-5-52 v ALLOTMENT:
CLEARANCE REQUE CSC AUTHORITY
DATE TYPE DATE TYPE
DATE 4SIGNATURE
DATE S IGNATURE ' Y
— JPERSONNEL' RELAT I lno— YN
CLASS IFICATION DATE S 1GNATURE ~
B ) C.S.C. NO, DATE AP ] .
[ | ' Y [aeProvaLs L__] SUBJECT TO SECURITY CLEARANCE
NEW VTCE 1A T REAL DATE STGNATURE OF EXECUTIVE
DATE -~ [s1GNATURE
' DATE SI{GNATLRE OF DIVMISIONM_CHIEE
EFFECTIVE DATE P
ARER v

FORM NO..
NOV 1939 373

gEp 5 1962



s

STANDARD FORM 52
PROMULGATED BY THE

U. $. CIVIL SERVICY COMMISSION
JANUARY 150—FEDERAL PERSONXEL,

""" REQUEST FOR PERSONNEL ACTION

REQUESTING OFFICE: Fill in items 1 through 12 and A through D except 6B and 7 unless otherwise instructed.

I applicable, obtain resignation and fill in separation data on reverse.

[' | Fiewo | | pepaRTMENTAL

L KAME (Mr.—Miss—Mrs.—One givon name, initial(s), and surnamae) 2. DATE OF BIRTH 3, REQUEST NO. 4 DATE OF REQUEST
MISS HELEN E. HANSON 16 JULY 1913 31 MAR 5
& MATURE OF ACTION REQUESTED: 8 EFFECTIVE DATE 7. C.S.0R OTHER
A. PERSONNEL (Specify whether appointment, promotion, eeparation, etc.) A. PROPOSED; :._F?AL AUTHOR-
REASSIGNMENT
B. POSITION (Specify whether establish, chande grade or title, eto.) .
| 1TRER 1954
FROM=m 8 pug?oﬁn TITLE AND 10—
Adm._Officer NUMBH Ad—OF finan
GS SEI0TE per annum agﬂﬂg,mm:Am GS« PEOv08-per annum
[ ol :
§8566. 00 - DDI/0CD §s5¢69-.00

10. ORGANIZATIONAL
DESIGNATIONS

11. HEADQUARTERS

12, FIELD OR DEPARTMENTAL

Office of Lssistant Director
Administrative Staff. .,

Washington, D. C.

I » l FIELD { X IDEPARTMENTA[

A BEMARKS (Use reverse if nocessary)

PERIODIC STEP INCREASE DUE _/_7_/_2%_@5{_{1_/?5;/

10 SALARY § SO 60.02 o .:

B. REQUESTED BY (NWame and title)

C. FOR ADDITIONAL. INFORMATION CALL (Name and telephone extension)

D. REQUEST APPROVED BY
Signature: ———W

Title: Administrative Nfficer on

13. VETERAN PREFERENCE

14. POSITION CLASSIFICATION ACTION -

NONE | WWII {OTHER] 5-PT. 10-POINT
X X DISAB. |OTHER

NEW | VICE | L A |REAL

15. | 16. | 17. APPROPRIATION
SEX [RACE

19. DATE OF APPQINT- 20. LEGAL RESIDENCE °

18, SUBJECT TO C. S.
MENT AFFIDAVITS .

RETIREMENT ACT

FRO (YES—NO) (ACCESSIONS ONLY) [Jcramep  [] PROVED
Fiw TO: ) STATE: ’
21. STANDARD FORM 50 REMARKS
22, CLEARANCES INITIAL OR SIGNATURE DATE REMARKS:

A.

B. CEIL. OR POS. CONTROL
C. CLASSIFICATION

D. PLACEMENT OR EMPL.: " -

E.

|

16—67329-3



SERfET

APPLICATION FOR MEMBERSHIP
in the CAREER STAFF of the
'CENTRAL INTELLIGENCE AGENCY

To the Director of Central Intelligence
Sir: .

| submit herewith my application for membership in the Career Staff of the
Central Intelligence Agency as defined below:.

“The Career Staff of the Central Intelligence Agency is a group of
carefully selected and trained individuals who accept an obligation to
devote themselves to the needs of the Agency, and who intend to make
a career with the Agency.”

In accordance with this definition, | desire to devote myself to the faith-
ful performance of duty in the Central Intelligence Agency, and | accept: the
obligations and conditions of that service which are determined to be essen-
tial to the furtherance of its mission.

I'am aware of the many restrictions necessarily placed upon me by virtue
of the security requirements inherent in my employment by the Central Intelli-
gence Agency. | am also aware that as a member of the Career Staff, it will
be my obligation to serve anywhere and at any time and for any kind of duty
as determined by the needs of the Agency, and | have been assured that in
order to carry out this policy, full consideration will be given-to my particular
capabilities, interests, and personal circumstances. By virtue of this applica-
tion for membership and upon my acceptance in the Career Staff, | am assured
that, with continuing satisfactory work performance and conduct on my part,
just and equitable attention will be accorded my personal progress during my
tenure in the Career Staff. | am also assured that, on my satisfactory com-
pletion of any assignments, | will be offered reassignments which are compati-
ble insofar as possible with my abilities and career interests, and that | shall
be entitled to the benefits now available or to be made available in the future
to members of the Career Staff of the Central Intelligence Agency.

MEMBERSHIP IN THE CAREER STAFF OF . Cﬂ Arnd o

THE CENTRAL INTELLIGENCE AGENCY - (Signature)
APPROVED, TO TAKE EFFecT_1 JUL.1854 »
. »CZ,aJ 5
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 4 7 24

Dat
EXECUTIVE DIRECTOR (Date)

THE ELEGTION 8 @ : E




STANDARD FORM 52
PROMULGATED BY THE

U. S, CIVIL SERVICC COMMISSION
JANUARY 1950—F EDERAL PERSONNEL
MANU‘AL CHAPTER R

REQUEST FOR PERSONNEL ACTION

REQUESTING OFFICE: Fill in items 1 through 12 and A through D except 6B and 7 unless otherwise instructed.

If applicable, obtain resignation and fill in separation data on reverse.

PROMOTION

1. NAME (Mr.—Miss—Mrs,—Onoe gdiven name, initial(s), and surname) 2 DATE OF BIRTH 3. REQUEST NO. 4 DATE OF REQUEST
MISS HELEN E. HANSON 16 JULY 1913 o4 SEPT 87T

S NATURE OF ACTION REQUESTED: ) 8 EFFECTIVE DATE 7. C.S.OR OTHER

A PERSONNEL (Specify whether appointment, promotion, separation, etc.) A. PROPOSED: H::&AL AUTHOR-

B. POSITION (Specify whether establish, ohande drade or title, etc.)

C | BB,

FROM-—=

D{)/OOD

Administrative Officer,:]

Gsj WO per annum

' I FIELD . ' I DEPARTMENTAL

8. POSITION TITLE AND TOwe
NMBER Administrative Officer,| |

% SERVICE, GRAOE, AND GS $ 0 per annum
SALARY DDI-OCK J2, 320 oo

10. ORGANIZATIONAL Office of- Assistant Director

DESIGNATIONS

11, HEADQUARTERS

Administrative Staff

Washington, D. C.

A REMARKS (Use reverse if necessary)

12 FIELD OR DEPARTMENTAL | | | Fiewo [ X] oeeantmenvaL

flo-
: f A
B. REQUESTED BY (Namo and title) D. REQUEST,
C. FOR_ADDITIONAL INEQRMATION €81 (Mo ma et st ho oo~ —s—gior) Signaturq Y
r Title: ' Assistant Director, OCD
13, VETERAN PREFERENCE 14. POSITION CLASSIFICATION ACTION :
NONE | WWIl [OTHER| 5-PT. 10-POINT NEW | VICE | 1. A. |REAL.} ’
DISAB. [OTHER "
%!
38 ni5. | 17. APPROPRIATION 18. EETBIJ&(E:& g %C%; 19. DATE %Flgm%lgp 20. LEGAL RESIDENCE
FROM: (YES—NO) (ACCESSIONS ONLY) [Jecrammen 7] proveD
T Wl 7o S Yes ’ STATE:
21. STANDARD FORM 50 REMARKS
22. CLEARANCES INITIAL OR SIGNATURE DATE REMARKS:
A. |
B. CEIL. OR POS. CONTRO!
C. CLASSIFICATION
* D. PLACEMENT OR EMPL. LgNCJ\’I _
E ST ARA

F. APPROVEDé

' 16573202




ET

(When Filled In)

EMPLOYEE NOTICE OF RESIGNATION

| RESIGN EFFECTIVE 3 W /9“’{ FOR THE FOLLOWING REASON:

(Date)

PMM,@LMM"W/&\‘MMM
bsrnsoa,

MY..JJ\%WORK!NGEY WILL BE — DATE SIGNED SIGNATURE EMPLOYEE-
jw /f’4¢3 /8 Maed /504 Z,Z&,_ E’Lém

ftem 18b —

will be

Items 11 and 15 —.

: = s
FORWARD. COMMUNIGATIONS, INCLUID!G SALARY CHECKS AND BONDS, TO THE FOLLOWING ADDRESS (Number, Street, City, State, 2ip Code) B -
= ~ &
= [ ] ™
: > =)
‘ = =
IRy Py ot dad s |
= = INSTRUCTIONS . . . . . . 3 % 2.
Items 1 thru 7 The initiating office should fill in each of the referenced items. ltems 3 thru « and gthru
and — 18 require information which pertains only to the action requested, and NO@ the cu’frent
Icems 9 chru-18a status of the employee unless specific items remain unchanged.
Item 5 — “'Category of Employment” should show one of the following entries:
Regular Summer MWAE ..
Part Time - Dertail Out Consultant
Temporary Detail In Military
Temporary-Part Time
Item 9 — "‘Organizational Designations” should show a// levels of organization pertinent to identify-
ing the location of the position:
5y Major Component ( Director, Deputy Director, efc. )}
== Office, Major Staff, etc.

Foreign Field or U.S. Field (if pertinent)
Division or Staff (swbordinate to first /nle)
‘Branch
Section

“Unit-

“Position Title” and "Occupational Series” should be the standard abbreviated title and
corresponding occupational series in Handbook of Official Occupational Titles and Codes
for the duties actually to be performed by the employée, 1f different from the title and
series of the position occupied as shown on the most current edition of the Position Con.-
trol Register or Form 261, Staffing Complement Change Authorization, explain under Item
18—~Remarks. : ;

Signature should be that of the official authorized to approve for the Career Service to which
the employee belongs. If more than one Career Service is involved, the gaining Career Seri-
ice shonld approre and the other Career Service should concur in Item 18, Remarks.

ROUTING=— The original only of this form will be forwarded to the Office of Personnel through the appropriate
Career Service official(s). In the case of requests specified in HB 20-800-1, which require advance
approval of or notification to the Office of Sccurity or the Office of the Comptroller, one copy only

sent to the Office(s) concerned.

SECRET




|€549PYMM,

REQUEST FOR PERSONNEL ACTION

DATE PREPARED

1. SERIAL NUMBER

L1

2. NAME ( Last—First— Middle)

L

HANSON, Helen E.

18 March l§?

3. NATURE OF PERSONNEL ACTION

4. EFFECTIVE DATE REQUESTED

5. CATEGORY OF EMPLOYMENT

MONTH DAY YEAR
Resignation b l 3 l 6L Regular
7. COST CENTER NO. CHARGE- 8. LEGAL AUTHORITY (Completed by Office of
6. FUNDS ——ABLE Personnel )

9. ORGANIZATIONAL DESIGNATIONS

DDI/OCR
Office of the Assistant Director
Administrative Staff

10. LOCATION OF OFFICIAL STATION

Washington, D. C.

Adm Officer

11, POSITION TITLE

- Ch

12. POSITION NUMBER

13. CAREER SERVICE DESIGNATION

14, CLASSIFICATION SCHEDULE (GS, LB, etc.)

GS

15. OCCUPATIONAL SERIES

16. GRADE AND STEP

14-6

17. SALARY OR RATE

s 15,865

/ |

18. REMARKS

One copy sent to Payroll.

18A. SIGNATURE OF REQUESTING OFFICIAL DATE SIGNED | DATE SIGNED
B SPACE BELOW FOR EXCLUSIVE USE OF THE OFFICE OF PERSONNEL § ,
19. ACTION ]20. EMPLOY. | 21. OFFICE CODING 22. STATION 23. INTEGREE 24, HDOTRS. {25. DATE OF BIRTH 26. DATE OF GRADE 77;‘) - DATE OF L8l
'NUMERIC ALPHABETIC coot Co0E O0F ™o ba R | mo. DA YR | mO. OA. .
l hi . "o
| 27| /6 | /3 ] B
28, NTE EXPIRES | 29. SPECIAL - 30. RETIREMENT DATA 31. SEPARATION |32, CORRECTION /CANCELLATION DATA 33.;,_’}_[(UR|W 3§2 SEX
MO.  DA. YR, REFERENCE M COoDE DATA CODE rore MO. DA, YR, EOD DATA CREQ. NO.
: 1 3—nica : :
| I ) 5—NONE |
35. VET. PREFERENCE 36. SERV. (OMP. DATE 37. LONG. COMP, DATE 38.  CAREER CATEGORY 39. FEGLI /HEALTH INSURANCE 40. SOCIAL SECURITY NO.
cope 0—NONE MO. DA. YR | MO.  DA. YR |(AR/RESV cooe CODE | 0—WAIVER HEALTH INS. CODE
Iy PROV/TEMP 1—YES
2-10 71, | | | :
4% PREYIOUS GOVERMMENT SERVICE DATA 42. LEAVE CAT. | 43. . FEDERAL TAX DATA 44, STATE TAX DATA
CODE N0 PREVIOUS SERVICE (oDt FORM EXECUTED | CODE NO. TAX EXEMPTIONS | FORM EXECUTED coE  [No. TaxsTATE CODE
- 1—NO BREAK IN SERVICE . 1-YES 1-YES
2 BREAK [N SERVICE (LESS THAN 3 YEARS) 7—NO 180
"| 3—~BREAK N SERVICE (MORE THAN 3 YEARS)

45. POSITION CONTROL CERTIFICATION

VAR

46. O.P. APPROVAL

FORM
6-63

1152

USE PREVIOUS EDITION

'say?ér

DATE APPROVED

e fly

GROUP_ 1
EXCLUDED FROM AUTOMATIC DOWNGRADING
AKD DECLASSIFICATION

{4}



~-

; ¢ mrn on .

NOTIFICATION OF PERSONNEL ACTION

I 1. SERIAL NUMBER 2. NAME (LAST-FIRST-MIDDLE)

i1.62 : Edition

3. NATURE OF PERSONNEL ACTION 4..EFFE(1|VE DATE 5. CATEGORY OF EMPLOYMENT
MO. DA, YR.
RES|GNAT [ ON ol 03 |64 REGULAR
7. COST CENTER NO. CHARGEABLE IB. (SC OR OTHER LEGAL AUTHORITY
§&.  FUNDS }
9. ORGANIZATIONAL DESIGNATIONS 10. LOCATION OF OFFICIAL STATION
11. POSITION TITLE . 12. POSITION NUMBER 13. SERVICE DESIGNATION
14. CLASSIFICATION SCHEDULE (GS, LB, ofc.} 15. OCCUPATIONAL - SERIES- 16. GRADE AND STEP Tr—sRcRkT OR RATE
as LN ] 1586%
18. REMARKS '
SIGNATURE OR OTHER AUTHENTICATION
Form 1150 Use Previous (4-31)




